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NCR-State 108 : Issued November 24, 1937. 


UNITED STATES DEPARTMENT OF AGRIOCULTUTE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


GENERAL 


The instructions contained herein shall be followed in Application 
for Payment Sections in State offices in the North Central Region, in 
handling Summaries of Performance, Applications for Payment, and related 
‘Lorms. 


Members of the State committee and all persons working in the 
application for payment section in the State office should become 
thoroughly familiar with the instructions contained herein and with all 
other pertinent provisions and instructions relating to the 1937 Agri- 
cultural Conservation Program in the North Central Region. Deviation 
from these instructions will not de permitted. Any questions relative 
to the procedure to be followed in any case should be referred to the 
person in charge of the unit where the question arises and to the person 
in charge of the Application for Payment Section if the person in charge 
of such unit is unable to Satisfactorily answer the question. If the 
question is not covered by the instructions contained herein, such question 
Shall be referred to the Director of the North Contral Division. 


Sunmaries of performance and applications for payment shall be 
handled in every unit in the order of their receipt. 


No changes or corrections shall be made on any form used in 
connection with the 1937 Agricultural Conservation Program unless such 
Changes or corrections are specifically authorized by these instructions. 
In making any changes or corrections authorized by these instructions, 
draw a line through the incorrect entry in such a manner that the entry 
will remain legible and insert the correct entry in tne nearest available 
space. 


The following terms as used herein shall have the following 
meanings: 


1. TRANSMITTAL means all summaries of performance or all 
applications for payment which are transmitted from 
the county office to the State office or from the State 
office to the county office at one time. 


&e IOT means all summaries of performance, the work sheet 
mumbers of which are listed on one sheet of NGR-119 or 
all applications for payment, the serial mumbers of 
woich are listed on one sheet of NOR-124. 


Se LOT NUMBER means the number assigned to a lot. “Such 
number shall be the same as the sheet mumber of NCR-119 
for summaries of performance or the sheet number of 
NCR-124 for applications for payment. 
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WORK SHEET NUMBER means the township code and work sheet 
mimber assigned to a farm. 


SUSPENDED CASE means any summary of performance or any 
application for payment which mist be returned to the 
county office for correction or which cannot be approved 
without additional information. 


NO PAYMENT CASE means any application for payment with respect 
to which the computed payment to the applicant is less than fifty 
cents ($0.50). 


COTTON FARM means any farm in Area "B" or in Area "C" which 
has a cotton soil~depleting base or on which cotton is grown 
in 1937. 


SHARE~RENTED COTTON FARM means any cotton farm which is 
share-rented or operated with the aid of sharecroppers. 


SHARECROPPER FARM means any farm other than a cotton farm, 
which is operated with the aid of sharecroppers in 1937. 


Forms used in connection with the 1937 Agricultural Conservation 
Program will be referred to in these instructions by form number rather 
than by title. The mumbers and titles of forms to be used in the 
Application for Payment Section are as follows: 


1. 
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12. 


NCR-106 - Listing Sheet 

NCR-114 - Summary of Performance 

NCR~114 A.- Supplement bo Summary of Performance 
NCR=114C0 - Supplement No. 2 to Sunmary of Performance 
NCR-116 - Application for Payment for One Farm 

NCR-117 ~ Application for Payment for More Than One Farm 
NCR-117A ~ (Same as NCR~117) 

NCR-117B ~ (Same as NCR-117) 


NCR-118 - List of Persons Eligible to Execute an Application 
for Payment with Respect to Only One Farm 


NCR-1184 - List of Persons Eligible to Execute an Application 
for Payment with Respect to More Than One Farm 


NCR-119 ~- Transmittal Sheet for Summaries of Performance 


NCR-122 - Transmittal Sheet for Transmittal of Applications 
for Payment to County Office. 
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13. NCR-124 - Transmittal Sheet for Transmittal of Applications - 
for Payment to State Office. 


14. NCR-126 - Cerfification by County Committee of a Farm as a 
Diversion. Farm Where the General Soil-Depleting Base 
Is Less Than 20 Acres and No Cotton or Final abt i 
BO eee Base Was Established. 


15. HRF-6 - Request for Application of Related Forms. 
16. RF-10l - Record of Progress of Forms NCR-114. 
'. 17. “RF-101A - Record of Progress of Applications for Payment. 


18. RF-102 - Form Letter to Be Used in Connection with Indebtedness 
+ j Cases. 


19. . RF-103 - Release of Lots and Suspended Cases. 

20. R¥-104 - Suspension Sheet. 

ele RF-105 - Transmittal Correction Sheet. 

22. RF-106 - Notice of Corrections to Be Initialed on Form NOR-116. 
23, RF~107 - Notice of Corrections to Be Initialed on Form NCR-11”. 
24. ACP-22 - Schedule of Disbursements. 


25. ACP-410-- Public Voucher for 1937 Agricultural Conservation 
Payments (Continuation Sheet) 


26. AOP-42 - Public Voucher for 1937 Aericultural Conservation 
Payments. 


Form RF-~6 will be used in any unit of the Application for Payment 
Section in connection with the examination of a summary of performance 
or application for payment, to request any other form needed for such 
examination. Such form shall be prepared in duplicate. There shall be 
entered in the upper right-hand corner the State and county code and 
work sheet number in the case of a summary of performance or the State 
and county code and serial number in the case of an application for payment. 
The form mmber and description of the form requested and the reason 
for the request shall be entered in the spaces provided and the clerk 
making the request shall sign and enter the date at the foot of the form. 
Enter in the space for the operation mmber an abbreviation of the name of 
the unit. If the location of the desired form is known, both copies of 
the RF-6 shall.be forwarded to the unit in which the form is located. The 
copy of RF-6 will be retained by such unit and the original of RF-6 shall 
be attached to the requested form and forwarded to the clerk making 
the request. If the location of the desired form is not known, both 
copies of RF-6 shall be forwarded to the record clerk in the Records 
Unit. The record clerk shall determine the location of the desired 
form and forward both copies of RF-6 to the unit in which the form 
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ig located, whereupon the form shall be withdrawn end forwarded to the 
clerk moking the request. 


If the form which was requested is returned to the unit from 
which it was reaucsted before the balance of the transmittal in which 
such form was included is released by such unit, such form may be 
returned to the proper lot and RF-6 destroyed. If the form is not 
returned before the transmittal is released, it shall be forwarded to 
the Clearance Unit and shall be cleared in the same manner as unwarranted 
suspensions are cleared. When a transmittal is released from any unit 
the copies of any Forms RF-6 for cases withdrawn from such transmittal 
shall be handled as suspended cases and forwarded to the Clearance Unit. 


The Application for Payment Section shall be divided into six units. 
The work performed in any one unit will consist of one or more steps. The 
following sets forth briefly the steps to be performed in each unit: 


1. Records Unit: To stamp all forms with the date of receipt; 
to check transmittals, of summaries of performance and appli- 
cations for payment against transmittal sheets; to check 
summaries of performance against Forms NCR-118 and NCR1184A; 
to prepore and maintain progress records of summaries of 
performnnce and applications for payment; to release summaries 
of performance and applications for payment to the Examination 
Unit; to withdraw and file copies of applications for payment 
which are being transmitted to county offices for signature; 
to prepare NCR-122; to check NCR-122 against Form C-110, Register 
of Indebtedness; to match State office copies of applications 
for payment with signed copies of applications for payment 
which are received from county offices; and to file copies 
of applications for payment which are received from the 
Statistics Section in the State office. 


ee xamination Unit: To check entries and computations on 
summaries of performance; to check bases, yields, and 
productivity indexes on summaries of performance against 
approved bases, yields and productivity indexes on the 
listing shect; to release acceptable summaries of performance 
to the Entry Unit; to release suspended cases to the Clearance 
Unit; to check entries on State office copies of applications 
for payment against entries on signed copies of applications 
for payment; to. determine the acceptability of signatures on 
signed copies of applications for payment; to designate the 
names of payees as they should appear on checks; to detach 
and forward to the Statistics Section in the State office the 
State office copies of acceptable applications for payment; 
to release acceptable applications for payment to the Payment 
Schedule Unit; and to release suspended cases to the Clearance 
Unit. | , 


Se Entry Unit: To transfer to applications for payment the 
data from summaries. of performance and the rates of payment 
from NCR-B-101, as Amended; to review the data centered on 
applications for payment; to release summaries of performance 

to the Statistics Section; and to release applications for 
payment to the Computation Unit. 
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Computation Unit: To make and enter on applications for 
payment all computations which are necessary to determine 
the amount of payment due an applicant; to review compu- 
tations; and to release applications for payment to the 
Records Unit. 


Payment Schedule Unit: To prepare and check vouchers for 
payment; to prepare ‘e schedules of disbursements; to release 
applications for payment, originals and copies of vouchers 
and schedules of ‘disbursement to the General Accounting 
Preaudit Office; and to release copies of vouchers and 
schedules of disbursement ie the Accounting Section of the 
State office. 


Clearance Unit: To notify county committees of corrections 
which have bee been made on transmittal sheets and summaries 

of performance; to request the corrections necessary to 
clear suspended summaries of performance and suspended 
applications for payment; rin cases where a suspension is 
unwarranted or where an error is corrected in the Clearance 
Unit to release the suspended application for payment to the 
record clerk in the Records Unit; to schedule refunds, 
remittances and returned checks; to prepare administrative 
reports with respect to claims cases; A notify the proper 
authorities to return checks to payees; to-effect set-offs 
of amounts of indebtedness” against Se et conservation 
payments due debtors of the United States Government; and to 
initiate settlement of a11L other types of seh i a claims 
and adjustments. 
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Chart Showing Flow of Summaries of Performance and Applications for Payment © 
in State Offices in the North Central Region. , 
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UNITED STATES DEPARTMENT OF AGRI 
AGRICULTURAL ADJUSTMENT ADMINIST 
NORTH CENTRAL DIVISION 


PART I — RECORDS UNIT: 
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record clerks, file clerks, and typists. 


ee nstructions to Receiving Clerks. 


When Forms NCR-114, NCR-114A, NCR-114€, NCGR-116, NCR-117, NCR-118, 
NCR-1184, NCR-119, and NCR-124 and related forms and papers are 
received, stamp on the back of each sheet of such forms the date 
of receipt. 


Xe 


Ce 


Enter in the space provided therefor in the upper right-hand 
corner of Forms NCR-119 end NCR-124 the date of receipt Of 
suco forms. 


When Forms NCR-114A and NOER-1140 are included ina transmittal, 
determine that each NCR-114A and each NCR-114¢ is fastened to 
the NCR-114 bearing the same work sheet number. 


When Forms NCR-118 and NCR-118A have been stamped, such forms 
shall be released to the record clerk. 


When Forms NCR-114, NCR-114A and NCR-1140 accompanied by forms 
NCR4-119 are received, two clerks, working together, shall check 
the work sheet numbers on Forms NCR-114, NCR-114A, and NCR-11406 
against the work sheet numbers listed on NCR-1l9. Enter a check 
mark (\/) to the right of each work sheet number on NCR-119 for 
which there is included in the transmittal an NCR-114 with a 
corresponding work sheet number. 
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If an NCR-114 is received and the work sheet number on such 
form is not listed on WCR-119, enter such work sheet number 
in Section I of the sheet of NCR-119 listing work sheet 
numbers for the same township and correct the total in the 
first space on the last line of Section I of such sheet ac- 
cordingly end initiel each such correction. When such a 
correction is made on NCR-119, prepare RF-105. Enter in the 
upper right-hand corner of such form the State and county code 
and the date of preparation of the form and strike NNCR=1L24"! 
in the line immediately beneath the title of the.form. Enter 
in column. (2) the number of the sheet of NCR-119 to which the 
addition has been made and in column (b) the work sheet 
number which has been added. Enter in column (c) the words 
"Not previously listed on NCR-119," | 


If an NCR-114 is missing for a work sheet number which is 
listed on NCR-119, draw a line through such work sheet number 
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aaa the hotel in. ‘the re gpace on the last line of 
Section I accordingly, a and initial each such correction, 
Enter on RF~105 in column (a) the number of the sheet on 
which the deletion was made and in column (b) the work 
sheet number of the missing NCR-114. Hnter in column 
(c) the words "NCR-114 not in transmittal." 


ec. If the State and county code has not been entered on an NCR- 
114, NCR-114A, or NCR-114¢6 make such entry. If a work sheet 
number has not been entered on an NCR-114, NCR-114A or NCR- 
114¢, such work sheet number may be entered if the correct 
number can be ascertained from NCR-106. If such work sheet 7 
number cannot be ascertained, prepare and attach HP-104 to 
such NCR-114. | 


ah fter all the corrections made on NCR-119 for a transmittal 
have been entered on RF-105, transmit RF-105 to the Clearance 
Unit. 


After all Forms NCR-114, NCR-114A,and NCR-114¢0 in a transmittal 
have been checked against NCR-119, obtain Forms NCR-118 and NCR 
118A for the appropriate county from the record clerk. If such 
cee have not been received or if they have been returned to the 
county office for correction, hold the transmittal until such 
Forms NCR-118 and NCR-118A are available. Two clerks, working 
_ together, shall check Forms NCR-114 and NCR-114A to determine 
that the serial numbers, the names, of the owners, operators, and 
sharecroppers, and the work sheet numbers entered thereon agree. 
with the serial numbers, the names of the owners, operators, and — 
_sherecroppers, and the work sheet numbers on NCR-118 and NCR-118A. 
The serial number for an owner or operator should appear immedi- 
ately preceding the name of such owner or operator on NCR-114, 
The serial number for any sharecropper should appear immediately 
preceding the name of such sharecropper on NOR-114A. 


a. If the serial number on NCR-114 or on NOR-114A for an owner, 
operator,.or sharecropper does not agree with the serial 


number entered in column (a) of NCR+118 or in column (a) of . 
NCR~118A opposite the name of such person, or if neither a 4 
serial number nor an "XX" has been entered on NCR-114 or NCR- f 


1144, and the work sheet number on NCR-114 or NCR-114A agrees 

2 with the work sheet number in column (c) of NCR+118 or with 

one of the work sheet numbers in columns (d) to (h), inclusive, 

of NCR-118A opposite the name of such owner, operator, or 
sharecropper, correct the serial number on NCR~114 or NCR-114A4 
to agree with the serial mumber on NCR-118 or NCR-118A, When 
such correction is ma de, prepare RF-104, indicating thereon 
the nature of the correction. Do not attach such RF-104 to 
the NCR-114 or NCR-114A which has been corrected, but send 
such RF-104 to the Clearance Unit upon completion of the 
checking work for the transmittal. 


b. . If a serial mamber aoe not, esa Prstiesare on NCR-114 or NCR-114A. 
for any person and an '%X" has been entered in lieu thereof, 


Ce 


be 
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determine that such person's name does not appear on NCR-118 or 


-NCR+118A. ~If:+ such person's: name does appear on NCR-118 or NCR- 


1184 and the work sheet. number on NCR-114 or NCR-114A agrees 
with the work sheet number in column (c) of NCR+118 or with 

one of the work sheet numbers in columns (d) to (h), inclusive, 
of NCR~118A; opposite the name of such person, enter on NCR-114 
or NCR-1lUA the seriel number assigned to such person. 

Indicate on RF-104' that such correction has been made, and 

send such RF-~104 to tiue Clearance Unit upon completion of 

the checking work for the transmittal. 


If neither a serial number nor an "X" has been entered on NCR- 


114 or NCR-114A.for any person, and such person's name does not 
appear on NCR-118 or NCR-118A, suspend such NCR-114 and the 
NCR-114A, if any. Prepare RF-104, indicating thereon the 

fact that no serial: umber has been entered for such person and 


_that such person's name does not appear on NCR-116 or NCR-118A. 


Attach such RF-104 to the NCR-114 but do not remove such NCR 
114 from its place in the transmittal. 


If, for any serial number, the nome on NCR-114 or NCR-114A 


does not agree with the name on NCR-118 or NCR-118A and the work 
sheet number on NCR-114 or NCR+-114A agrees with the work sheet 
number on NCR-11% or with one of the work sheet numbers on 
NCR-118A, determine whether NCR-118 or NOR-11$A has been cor- 
rected by the record clerk. If a name on NCR-118 or NCR-118A 
has. been correctcd by the record clerk, such record clerk will 
have initialed the correction. In such case, correct the name 
on NOR+114 or NCR-1144 to agree with the: name on NCR-118 or 
NOR-118A. Prepare RF-~104, indicating the nature of the cor- 
rection which has been made and send such R¥F-104 to the 
Clearance Unit’ woon completion of the checking work in connec- 
tion with the transmittal. If there.is no evidence of a cor-—. 
rection having been mate on NCR-118 or NCR-113A, suspend the 
NCR-114, and the NCR-ll4a, if any. Prepare and attach RF-104 
thereto, but do not remove such NCR-114 from its place in the 
transmittal. If the name of an owner or operator has been re- 
moved from, NCGR+116 and such name has beon added to NCR-118A or 
vice versa, examine Section II, column (e) of NOR-114 to de- 
termine that the designation "Single" or "Multiple", whichever 
has been entered, is correct. -Correct such designation, if 
necessarye It may also be necessary to correct the serial 
number on NCR+-114 for such omer or operator. Whenever a cor- 
rection is made on an NCR-114 or an NCR-114A initial such cor- 
rectione Prepare an RF~104 indicating the nature of the 
correction which has been made, and send such RF~104 to the 
Clearance Unit upon completion of the checking work for the 
ransmittal. oF 


When it is determined that the serial number, the name of the 
owner, operator, or a sharecropper, and the work sheet number 


on an -NCR-114 or NCR-ll4A agree or have been corrected to agree 


with the serial number, name of the owner, operator, or a share— 
cropper, and the work sheet number on NCR-118, enter a check 
mark (./) to the right of the work sheet number on NCR-11&. 


he 


=e 


_ When the serial number, the name of any person and the work 


sheet nuaber on NCR-114 or NCR-114A agree with the serial 


number, the name of such person and one of the work sheet 
numbers entered opposite such person's name on NCR-118A, 
enter a check mark (.\/) to the right of the appropriate 


work sheet number on NCR-118A. 


If an NCR-114 bears a notation to the effect that the farm 
covered by such NOR-114 is located in a county other than 
the county from which such NCR-114 was submitted, determine 
that the State and county code as well as the work sheet 
number of sich NCR-114 appears on NCR-118A opposite the 
nane of the operator. Determine that an "X" has been 
entered opposite the name of the landlord on the NCR-114. 
Attach to such NOR-114 a slip of paper bearing the follow- 
ing notation: "To entry clerk - When preparing NCR-11/ 
from this NCR-114 enter in the space provided under the 
title of Section II the county rate for — County". 
Enter in such notation the name of the county in which the 


farm is located and for which the State and-county code 


appears in the upper right-hand corner of NCR~114. 


If. an NOP-114 bears a ‘notation to the effect that the 
farming wit, of which the farm covered by such NCR-11} 
is a part, is located in a county other than the county 
from which such NCR-114 was submitted, determine that an 
"xX" has been entered on such NCR-114 opposite the name of 


the operator. 


If a check mark has already been entered to the right of a 
work sheet number on NCR-118 or NCR-118A and an NCR-114 


bearing such work sheet number is received, examine such 


NCR-114 to determine whether two dates have been stamped 


thereon, If so, it may be assumed that such NCR-114 was 


suspended from a previous transmittal and is being resubmitted, 
In such event, it shall not be suspended. If only one date 
has been stamped on such NCR-114, prepare RF-104, indicating 
thereon that an NCR-114 with the same work sheet number was 
previously received. Attach such RF-104 to such NCR-114, but 
do not remove NCR-114 from its place in the transmittal. 


If. an "S" appears to the left of a serial number on NCR-118 

or NCR-11SA, prepare and attach RF-104 to the NCR-114 on which 
such serial number appears. Do not remove such NCR-114 from 
its place in the transmittal. — 


After Forms NCR-114 and NCR-114A have been checked against NCR~-118 
and NCR+-118A, such Forms NCR-114 and NCR-114A shall be separated 
into lots. Each lot shall include the Forms NCR~114, NCR-114A, 

and NCR-114C, the work sheet numbers of which are listed on one 
sheet of NCR-119. Both receiving clerks shall then sign and enter 
the date in the spaces’ provided therefor in Section III, item 1, of 


each sheet of NCR-119 and release the transmittal to the record 


clerk. 


G 
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5, When Forms NCR-116 and .NGR+117 accompanied by Forms NCR+1l24 are 
received, two clerks, working together, shall check the serial 
numbers on Forms NOR-116 and NCR-117 against the serial numbers 
listed on NCR-124. Enter a check mark (\P) to the right of each 
serial number on NCR-124 for which there is included in the 
transmittal en NCR-116 or an NOR-117 with a corresponding serial 
numbere ; ‘ 


ae If an NCR-116 or an NCR-117 is received and the serial number 
of such NCR-116 or NOR-117 is not listed on NCR-124, enter 
such serial number in Section I of NCR-124 and initial such entry. 
Make such entry on the appropriate sheet of NCR-124 so that all 
serial numbers will be in order. ‘Correct the total in the last 
line of Section I of suc’ sheet. When such. correction is made 
on NCR-124, prepare RF-LO5. Enter in the upper right-hand corner 
of such form the State and county code and the date such form 
-is prepared, and strike 'NCR-119" in the line immediately 
beneath the title of the form. Enter in column (a) the number 
of the sheet of NCR-124 on which the addition has been made 
and in column (bd) the sevial number which has been added to 
NCRs04. Enter in column (c) the words "Not previously listed 
on NCR-124."! a 7 


be -If:an NOR-116 or an NCR-117 is missing for a serial number 
which is listed on NCR-124, draw a line through such serial 
number and initial the deletion. “Correct the total in the last 
line in Section I of NCR-124. Enter on RF-105, in column (a) 
the number of the sheet on which the deletion has been mace 
and in column (b) the serial number of the missing NCR-116 
or NCR-117. Enter in column (c) the wrds "Not in Transmittal." 


ce If the State and county code has not been entered on an NCR-116 
or an NCR~117, make such entry. If a serial number has not been 
entered on an NCR-116 or NOR-117, determine from NCR-118 or 
NCR-118A the correct serial number for such NCR-116 or NCR-117 
and enter such. serial number in the space provided therefor. 


&@e After ia corrections made on NCR-124 for. a transmittal have 
been entered on RF-105, transmit RF-105 to the Clearance Unit. 


6. After Forms NCR-116 and NCR-117 have been checked against NOR-124, 
such forms shall. be separated into lots. Hach lot shall include the 
Forms NCR-116 and NCR-117, tue serial numbers of which are listed on 
one sheet of NCR-124... Both receiving clerks: shall the sign and 
enter the date in the spaces provided therefor in Section T1l, trem f, 
of- each sheet of NCR-124, and release the transmittal to the record 
CLERK. uri 


Ile Instructions to Record Clerks. 


1. Upon receipt of Forms NCR+118 and NCR-118A, check such forms to 
determine that they have. been properly prepared. Determine that a 


eo 
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serial number has been entered opposite each name on such forms. 
Scrial numbers on NCR=118 shold be assigned in consecutive order 
beginning with rumber 1 for the first name on the first, sncete 
Serial numbers on NCR-118A should be assigned in consecutive order, 
beginning with. number 7001 for the first name on the‘'first sheet. 
Determine that the same serial number has not been. assigned to more 
than one namee Determine that only one wrk sheet number has been 
entered opposite each name on WCR-118 and that more’ than one work 
sheet number has been entered opposite each name on NCR-118A. 

- Determine that a number has been entered in column (c)~ of 

NCR-118A opposite each name and that such number. is equal to 

the number of. work sheet numbers entered in columns (ad) to 

(n), inclusive, opposite such name. The name of. any person 

should not appear on.both NCR-118.and NCR-118A nor more than 

once on either of.such forms. Forms NCR-118A should be received 
in duplicate. If one or more errors are discovered on either 
WCR-118 or NCR-118A, prepare RF-104 indicating thereon the nature 
of such error or errorse If only a few errors have been detected, 
enter an-"S!"' to the left of each serial number on NCR-118 or 
NCR-118A.in connection with which an error has occurred. Send the 
RF-~104 to the Clearance Unit. If a. satisfactory explanation of an 
error is received from the county office, make the necessary 
correction and strike the "S' which has been’enterec. If a con- 
-giderable number of errors has been made on a set of Forms NCR-118 
or NCR-118A, attach ‘the RF-~104 which has ‘been prepared-to the set 
of Forms NCR-118 or NCR-118A and send. such set of forms to the 
Clearance Unit to be returned to the county office for corrections 
If Forms NCR-118 and NOR-118A are acceptable, file such Forms NCR-118 
and the copies of Forms NCR-118A in sheet number ordere Send the 
originals of Forms NCR-118A to the Computation Unit. 


a. From time to time Forms NCR-118 or NCR-118A marked "supplement" 
may be received from various counties. Such. forms-will be sub- 
mitted as notification of additions to be made to the set of 
Forms NCR-118 or NCR-118A from-such counties or transfers from 
NCR-118 to NCR-118A, or vice versa, and a memorandum setting 
forth the reason for each addition or transfer will accompany the 
supplemental NCR-118 or NOR-118A. When a supplemental NOR-118 
or NCR+118A is received determine that the sheet. number and 
serial numbers on ‘such form are in. proper order and then re- 
fer such form together with the accompanying memorandum to the 
person in charge of the Records Unit for. a determination as to 
whether the reason for the addition or transfer is satisfactorye 
“If the reason is. satisfactory, the person in charge of the 
Records Unit shall initial the supplemental NCR-118 or NCR-118A 
and return it to the record clerk. File such supplemental sheet 
of NCR-118: or NOR-118A behind the last sheet of such form 
previously received from the county.e In the case of a transfer 
of a name from NCR-118 to NCR-118A, or vice versa, make the 
necessary deletion from NCR-118 or NCR-118A at the time the 
supplemental NCR-118 or NCR-118A4 is filed. If a memorandum re- 
questing the correction of..a name or ‘work sheet number, the 
addition of a work sheet number to NCR-118A or the deletion of 
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a work sheet number from NCR-118A, is received, refer such 
memorandum to the person in charge of the Records Unit, who 

shall initial such memorandum if the reason for the correction, 
addition, or deletion is satisfactory. The record clerk shall 

then mke the requested corrections on NOR-118 or NCR-1168A and 
initial such correctionse If an administrator or executor has 

been avpointed for the estate of a deceased person, correct 

NCR-118 or NCR-1184 by adding the word "estate" after the name of 
the deceased person and adding the name and title of the adminis- 
trator.or executors Carrect NCR-118 or NCR-118A for an incompe- 
tent person in a similar mannere If there is no administration 

of the estate of a deceased person or if the representative of the 
estate of a deceased person has been discharged, strike the name 

of the deceased or the discharzed representative and enter the names 
of the heirs. of the estate, which names should appear in the memo- 
randune It may be desirable, from time to time, to consolicate 
supplemental sheets of NOR-118 or NCR-118A into one sheete In such 
case list the names in the order of’the assigned serial numbers 

nd indicate the numbers of the sheets which have been consolidated. 
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Whenever a correction, addition, or deletion, is made on an NCR-118A, 
notice thereof shall be forwarded to the Computation Unit. Simi- 
larly,.a covy of each supplemental sheet of NCR-118A shall be for- 
warded to the Computation Unit. 


If the notice of the correction of a name on NCR-118 or NCR~118A is 
received and a check mark (rn hes been entered on NCR-118 to 

the richt of the work sheet number opposite such name or on 
NCR~118A to. the right of one or more work sheet munbers opposite 
such name, check RF-101 to determine the location of the NCR-114 
for. such work sheet number. Obtain such NCR-114 an@ correct 

the name and address thereone Initial each such correction. If 
NOR-116-or NCR-117 has bcen prepared and has not been transmitted 
to the county office for signature, obtain such form and make the 
same corrections thereon. When such a correction is made on an 
NCR-116 or NCR-117, prepare and attach RF-106 or RF-107, whichever 
is applicable. If NCR~116 or NCR-117 has been prepared and has 
been transmitted to the county office for signature, but has not 
been returned, prepare RF-1.04 in cuplicate and send the original 

of such RF-104 to ‘the Clearance Unit so that the county committee 
may be notified to make such correction. Attach the copy of RF~1O4 
to the State office covy of NCR-116 or NOR-117. If NCR-116 or NCR~ 
117 has been signed and returned to the State office, correct the 
name and address on such NOR-116 or NOR~117. Prepare and attach 


-RF-104 to such NGR-116 or NCR-117, indicating on such RF~104 that 


the NCR-11S5 or NCR-117 should be returned to the county office in 
order that the correction may be initialed, 


There will. be submitted to each State office Form C-1110, Register 


of Indebtedness, Listing the nemes of persons indebted to the 


United States Government. Such list will include the names of per- 


‘sons who:were overpaid under commodity contracts which they executed 
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with the Secretary of Agriculture, and the names of certain 
persons who are indebted to the Farm Credit Administration and 
other Federal lending agencies. Notice of corrections or ad- 
ditions to be made on Form C+1110 will be submitted to each 
“State office on Form C-1110, Supplement A, Notice of Revision - 
Register of Indebtedness. Enter on Form C-1110 in alphabetical 
‘order the name of cach person indebted to the United States 
Government under the 1936 Agricultural Conservation Program or 
the 1935 Cotton Price Adjustment Program, the serial number of 
the application for payment, the D.0O. Voucher number and the 
amount of the indebtedness. Enter in the third column of Form 
C-1110 the words, "1936 A.C.P." or "1935 C.A.P.", as the case 
may be. Check Form C-1110 against Forms NCR-118 and NCR-116A 
to determine whether any person whose name is listed on NCR-118 
or NCR-+-118A is indebted to the United States Government. If a 
name which is listed on NCR-118 or NCR-118A is also listed on 
Form G-1110 circle the serial number in column (a) of NCR-118 
or NCR-11SA opposite such name and enter such serial number. on 

Form. C-1110 to the left of such name. Check Form C-1110 against 
‘any supplemental sheets of NCR-118 or NCR-118A which are re- 
ceived. If an application for payment for a person whose name 
appears on Form C-1110 Supplement has been prepared and sub- 
mitted to the county office an RF-104 shall be prepared and 
attached to the State office copy of such application for pay- 
ment indicating that the applicant is indebted to the United 
States Government or other appropriate steps shall be taken to 
have such application for payment suspended. 


Before any Forms NCR-114 and NCR-114A are recoived in the Records 
Unit, prepare an RF-101 and-an RF-101A for each county agricultur- 
al conservation association in the State. Enter in the spaces pro-—- 
vided therefor in the upper right-hand corner of each such form the 
State and county code and the namé of the county. 


Upon receipt of a. transmittal of Forms NCR-114 and NCR-114A ac- 
companied by Forms NCR-119 from the receiving clerk, enter in 

column (a) of RF-101 the lot numbers of the lots in such trans-— 
mittal. The sheet number at the top of NCR-119 shall be the lot 


number. Enter in column (b) of RF-101 the date of receipt of the 


Forms. NCR-114 and NCR-114A. Such date may be obtained from the 
upper right-hand corner of NCR-119. Enter in column (g) the 
maumber of Forms NCR-114 in each lot. Immediately below the last 
entry in column (g) for a transmittal, enter the total of the 
entries in column (g) for such transmittal. In the case of a 
second or subsequent transmittal from a county, determine that the 
sheet number of the first sheet of NCR-119 is the next. consecutive 
number after the last number previously listed on RF-~101 for such 
countye In case of duplication of riumbers change the numbers of 
the sheets in the transmittal just received so that all numbers 
from the county are in consecutive order. If a number has been 
skipped - for example, if the last lot number entered on RF-101 is 
number § and the sheet: number of the first sheet of NCR-119 in the 


‘transmittal just received is number 10, leave a.space on RF~101 be- 


fore. entering number 10. Do not change the numbers of the shects 


of NCR-119 in the transmittal just received. In either case pre- 


pare R¥-~104, indicating thereon the nature of the discrepancy in 


e 


et 


be 


U1 
— 


4 Espen 


sheet mumbers and send RF~104 to the Clearance Unit. If the word 
"Correction" has been entered above the title of one of the 

sheets of NCRe1l19 in a second or subsequent transmittal, make 
postings on RF-101 for such sheet of NCOR+-119 in red pencil. Do not 
include the entry in columa (g) of RF-101 for such lot in the total 
of column (g) for the transmittal. 


Sign and enter the date in the spaces provided therefor in Section III, 
item 2, of each sheet of NCR~119 and place the sheets of NCR-119 on 
top of the appropriate lots. Place the copies of NCR-119 in a folder 
and file such folder in a file to be known as the "Control Record." 


Prepare RF-103 in duplicate. Enter in the upper right-hand corner the 
State and county code and check the box marked "Summarics of Perform- 
ance!! in the line immediately beneath the title of the form. Enter the 
words "Examination Unit" in the space following the words "Released 
tol! and enter the date in the second line beneath the title of 

the form. Enter in colum (a) the lot mumbers of the lots in the 
transmittal and in column (bd) the number of Forms NCR-114 in each 

lote Make no entries in columns (c) to (g), inclusive. Release 

the lots, together with the originals of NCR-119 and the copy of 
RF-~103, to the Examination Unit. Obtain the signature of a repre- 
sentative of the Examination Unit on the original of RF-105. Enter 
the date of release of such lots in column (c) of RF-10l. 


Hach unit which releases a transmittal of Forms NCR-114 and NCR-114A 
will prepare RF-~103. The copy of R¥F-103 will be forwarded to the 
unit receiving the transmittal and the original of RF-103 will be 
forwarded to the record clerk. RF-~103 will show the numbers of the 
lots in the transmittal which has been released and the date such 


lots were released. Upon receipt of such RF-103 enter on RF-10l, 


the date of release of such lots. Enter the date of release of lots 
from the Examination Unit to the Entry Unit in column (d) of RF-101. 
When the RF-~103 showing the release of lots from the Examination Unit 
to the Entry Unit is received, such RF-103 will show the number of 
Forms NOR+-114 suspended from each lot. Enter such number of suspen- 
sions in column {h)of RF-101. When Forms NCR-116 and NCR-117 have been 
prepared from Forms NCR-1l4} and NCR-114a in the Entry Unit, Forms 
NOR-116 and NCR-117 will be released to the Computation Uhit and Forms 
WCR-11L4 and NCR-114A will be released to the Statistics Section. 

When the RF-~103, showing the release of Forms NCR-116 and NCR-117 to 
the Computation Unit is received, enter in column (e) of RF-101 the 
date such forms were released. The RF-103 showing the release of 
Forms NCR-116 and NCR-117 from the Entry Unit to the Computation Unit 
will also show the number of Forms NCR-116 and the number of Forms 
NCR-117 prepared from the Forms NCR-114 and NCR-114A in each lote 
Znter such numbers in columns (j) and (k), respectively, of RF-lOl. 
When the RF-103, showing the release of Forms NCR-114 and NCR-114A to 
the Statistics Section, is received, enter in column (i) of RF-101 the 
number of Forms NCR+114 released to the Statistics Section. This 
number may be obtained from RF-103 and may be verified by subtracting 
from the entry in colum (g) of RF~101, the entry in column (h) of RF- 
101. If any Forms NCR-114 are suspended after they have reached the 
Entry Unit, RF-103 will indicate the number of such suspensions. In 
such case, correct the entry in column (h) of RF-101 and, if necessary, 
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the entry in column’ (i) of RF-101. When the RF-103 showing the release 
of Forms NCR-116 and NCR~117 from the Computation Unit to the Records. 
Unit is received, enter in column (f) of RF-101 the date such forms 


were released. After postings have been made on RF-101 from Forms RF 


102, place such Forms RF~103 in a folder to be filed in the control 
record immediately behind the folder containirniing the copies of NCR-119. 
Once each month withdraw and destroy Forms RF-103 which are over a month 
old. . ais 


When an NCR-114 or an NCR-114A is suspended in the Examination Unit 

and it is later determined that such suspension is unwarranted or 

when an NCR-114 or an NCOR-ll4A is corrected in the State office, the 
RF~104 attached to such NCR+-114 or NCR+11LUA will be marked "Suspension 
unwarranted! or: "Suspension Removed", as the case may be, and initialed 


by the person in charge of the: Application for Payment Section or 


another person authorized to do soe Such Forms NCR-114 and NCR-114UA 
will be forwarded to the record clerk. Upon receipt of such forms, 
prepare NCR-119 in duplicate. Enter at the top of the form the 

State and county code, the name of the State and the name of the county. 
Enter in the space marked "Date received" the date such form is pre- 
pared. Enter in the space headed "Sheet No." a number in the 400 series, 
Keep a record of the numbers assigned to such lots in each county so 
that numbers may be assigned in consecutive order. Enter in the space 
following the word "transmittal" in the second line beneath the title 

of NCR-119 the number "1" and enter in the space following the word 
"numbered" in such line the mumber of the lot. Tnter in Section I of 
NCR-119 the work sheet numbers of the Forms NG2--il4 and NCR-11L4A to be 
included in the lot and in the first space on the last line of Section 

I enter the total number of Forms NCR.124 in the lot. Post data from 
such NCR-119 on R¥-101 as set forth in paregraph 3 of this Section II, 
except that such postings shall be m=ce.with red pencil. After the 
NOR-119 has been prepared and entries have been posted in columns (a), 
(b), and (g) of RF-101, sig and enter the date in Section III, item 2 
of NOR-119. 


Prepare RF-103 in duplicate for such lot, following the instructions 
in paragraph 5 of this Section II. Unon receipt of Forms RF-103, 
showing the progress of such lot, make postings on RF~101 as set forth 


in paragraph 6 of this Section II. Make such postings with red pencil. 


When computations on Forms NCR-116 and NCR-117 have been completed 

in the Computation Unit, Forms NCR-116 and all Forms NCR-117 in 
connection with which Forms NCR+1li7A and NCR-LI17B have been com~ 
pleted, will be released to the file clerk in the Records Unit. 

Tue rile clerk will withdraw and file one copy of each Form NCR-116, 
NOR-~117,.NCR-117A, and NCR-+117B, and will release the remaining three 
copies of each form to a typist in the Records Unite ‘The typist will 
prepare two sets of NCR-lee, each set in duplicate, listing on one set 
the serial numbers of the Forms NCR+-116 and WOR-117 under which payment 
will be made and on the other set the serial nunbers of Forms NCR-116 
and NCR-~l1l/7 under which no payments will be mado. Both copies of NCR 
lee, together with Forms NCR-116 and NCR-117 and the original of NCR 
119, will be released to the record clerk. Enter in Soction I, column 
(a) of RF-1014 the date appearing on NCR+122 and in Section I 

columns (b)- and (c) of such form enter the number. of "Payment! 
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Forms NCR-116 and NCR-117 and the mauber of "io Payment" Forms 
WOR-116 and NOR-117, respectively, included in’ such trans- 


mittal. Place the copies of NCR~l22 in a folder and file such 


folder in the control record immediately behind the folder con- 


taining Forms R¥-103. File the original of NCR-119 in the 


control record in place of the copy of such form and destroy 
such copy. 


Examine the Register of Indebtedness for the county to which 

the transmittal of Forms NCR-116 and NCR-117 is to be forwarded 
and check the seriel numbers entered on such Register of Indebted- 
ness pursuant to paragraph 1d of this Section II, against the 
serial numbers on NCR-lee. If a serial number on the Register 

of Indebtedness also appears on NCR-122, prepare RF-10e, in’ 
pencil. Enter in the upper right-hand corner of such form the 
State and county code and serial number of tne WCR-116 or NCR-117 
and the name of the applicant. Enter in the spaces provided in 
the body of the form the name of the debtor, the amount of in- 
debtedness and a descrintion of the circumstances under which 

the indebtedness was incurred. When R¥-1l0¢ has peen prepared 

for each NCR-116 or NCR-117, the serial number of which appears 
on NCR-122 and also on the Register of Indebtedness, release 

such Forms RF-102 to the typist. When suc forms have been typed, 
in duplicate, attach the originals to the Forms WCR-116 or NCR-117 
to which they pertain and send the copies to the file clerk to 

be attached to the State office copies of such Forms NCR-116 or 
NCR-117. Thereafter, release the transmittal of Forms NCR-116 
and NCR-117, together with the original of NCR-lec, to the 

person designated to handle outgoing mail. wen 


Upon receipt of a transmittal of Forms NCR-116 and NCR-117, 
accompanied by Forms WCR-124, from the receiving clerk, ‘enter 

in Section II, column (a) of RF-101A, the lot numbers of the 

lots in such transmittal. The sheet number at the top of NOR-l2y 
shell be the lot number. Enter in Section II, column (b). of 

RF. 101A the date of receipt of the transmittal of Forms NCR-116 

and SCR-117. Such date may be obtained from the upper Pight-— 

hand corner of NOR-124. Enter in Section II, column (f) of RP-1LOIA, 
the romber of Forms NCR-115 amd NCR-117 in each lot. All Forms 


AT 


NCN-i17 bearing the same serial number shall be considered as one 


Sien and enter the date in the spaces provided therefor in Section 
III, item 2 of each sheet of NCR-124 and release the originals of 
such forms, together with Forms NCR-116 and NCR-117, to the file 
clerk. Place the copies of NCR-124 in o folder and file such 
folder in the control record immediately behind the folder con- 


taining copics of NOR-lec. | 


Hach unit which releases a transmittal of Forms NCR-116 and 
WCR-117 will prepare RF~103, which will be distributed in the 
same manner as Forms RF-105 prepared in connection with Forms 
NCR-114 and NCR-1144 are distributed. Upon receipt of RF-10), 
enter in Section II of RF-101A the date of release of the lots in 
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a transmittale Enter in Section II, column (c) of RF-1LO1LA the 
date of relcase of lots from’ the. Records Unit to the Examination 
Unit. Enter in Section TI, column (ad) of RF~1O1A the. date of 
release of lots’ from the Examination Unit to the Payment. Schedule 
Unit. The RF-103 showing release of lots to the Peyment Schedule 
Unit will also: show the number of Forms NCR-116 and NCR-117 
suspended by the Examination Unite Enter such number of suspensions 
in Section II, column (g) of RF-1LO1A.. If any Forms NCR-116 and 
NCR-117 are suspended after they. reach the Payment Schedule Unit, 
RF-103 will indicate the number of such suspensions. In-such case, 
correct the entry previously made in Section II, column (g) of 
RF-LOlAs When:RF-103 showing the relcase of lots to the General 
Accounting Preaudit Office is received, center in Section II, 

column (ce) of RF-101A the date of release of such lots. -At the 

same time enter in Section TI, column (h) of RF-1O1LA the ‘number 

of: Forms NCR=116 and NCR-117 released to the General Accounting 


Preaudit Office. This number mey be obtained from RF-103 and may be 


verified “by subtracting from the entry in-Section II, column (f) 

of RF-+LOIA the entry in Section II, cclumn (g) of RF-1014. When 

lots are released from the Payment Schedule Unit to the General Account- 
ing Preaudit Office, the originel of NCR-124 will be released to the 
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record clerk. File such original of NOR-124 in the control record 


.in place of the copy of such form and destroy the copy. 


If any of the cases included in a lot of Forms NOR-116 and NCR-117 

are suspended by the General Accounting Preaudit Office, such cases 
will be returned to the Application for Payment Section in the State 
office, accompanied by the original and two copies of a preaudit 
difference statement. Enter the serial numbers of such suspensions 

in Section IV of NCR-124 and when all suspensions from a lot have been 
received, enter the total number of such suspensions in the last line 
of Section IV of NCR~124 and also in Section II, column (i) of RF-1OlA. 
Release the second copy of each preaudit difference statement to the 
State office accountant and forward the original and first copy of such 


.preaucit difference statement, together with the suspended NCR-116 or 


NCR-117, to the Clearance Unite 


Woen an NCR-116 or an NOR-117 is suspended.in the Examination Unit 
and it is later determined that the suspension wes unwarrented, 

or when an NCR-116 or NOR-117 is corrected in the State office, the 
REF-104 attached to such NCR-116 or NCR-117 will be marked 
"Suspension unwarranted" or "Suspension removed", as the case may 
be, and initialed by the person in charge of the Application for 
Payment Section or another person authorized to do so. ‘Such 

Forms NCR-116 and NCR-117 will be forwarded to the record clerite. 
Upon receipt of such forms, prepare NCR-124 in duplicate, in the 
Seme manner as that outlined in varagraph 7 of Section II for 
preparing NCR-119. The lot numbers assigned to NCR-124 shell be 
in the 300 series and the data from such NCR-124 shall be posted 
in Section II of RF-1lOlA in the manner set forth in paragravh 11 
of this Section II and a record of progress of such lot shall de 
posted as set forth in paragraph 13 of this Section IIe Such 


postings shall be inade with red pencil. 
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Then any Forms NCR-116 or NCR-]17 which were suspended by the General 
Accounting Preaudit Office are cleared, such cases will be forwarded 
to the record clerk, together with tne original and copy of the 
preaudit difference statements Prepare NCR-124 in duplicate for such, 
cases in the manner set forth in paragraph 15 of this Section II except» 
that the lot number to be assigned to such NCRX-l24 shall be a number in 
the 500 seriese Post the progress of sich lot in Section, II of H#-1OLA 
in the manner set forth in paragraph 15 of this Section II. Do not 
include any such cases in the same lot with cases of the type Giscussed 
in paragraph 15 of this Section Il. - 
When a transmittal of Forms NCGR-116 ané@ NCR-117 is approved ‘by the 
General Accounting Preaudit Office, suca transmittel will be forwarded 
to the Regional Disbursing Office. When checks are issued by the 
Resional Disbursing Office, a copy of ACP-22 accompanied by e copy of 
ACP-410 will be received by the record clerkxe Upon receipt of such: 
forms, enter in Section II, column (j) of Rr+1014, the Disbursing 
Office Voucher Mumber under which such checks were issued, and in 
Section II, column (x) of RF-LO1A, the date such checks were issued. 
Forward the copy of ACP~22 and the copy of the ACP-41C to. the Account— 
ing Sectione 


Once each week prepare NOR-137, in duplieste. This fora shall be 
prepared each Thursday at the close of work and shall cover a period 
of one week (Friday of one wee: through Thursday of the next week) e 
The original shall be mailed ta the D £ 


irector of the North Central 
Division. No separete memorandum be weitten inclosing UCR-127 
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and it should be transmitted separately and not with any other 


reports, letters, memorandums, or inclosures. Air mail may be used, 
if necessary, in order that such form will be received in Wesaington 
on Monday. In preparing NCR-127, the necessary data may be taken 
either from RF-101 and RF-101A4 or from the originals of Forms HP-103~- 
If the latter method is used, it will be necessary to identify each 
lot which includes cases which were suspended from a previous trans- 
mittal and which were resubmitted by the county officee Otherwise, 


-the entries in Section I, item 3 and Section II, item 6, will not be 


accuratee Such lots may be identified by prefixing the lot mumbers 
with the letter "C" on each RF-103 listing lots of Forms NCR-114 
released to the Statistics Section and on each RF-103 Listing lots 
of Forms NCR-116 and NCR~117 released to the General Accounting 
Preaudit Office. 


at . 


When Forms NGR-116 and NCR-117 are received from the Computation 

Unit, determine that such forms are arranged in serial number orcere 
Withdraw the first copy of cach NOR-116, the first copy of Gach sheet 
of NCR-117 and NCR-117A, and the first copy of each NCR-117Be Remove 
all carbon paper from the remaining copics of #orms NCOR-116, wOR-117, 
NCrR=117A, and NOR-117B. All copies of Forms NCR-116 or NCR-11’7, bear- 
ing. the same serial number shall be fastened together. Do not fold 
any Forms NOR-116 or NCR-117. If Forms NOa-l26 are attached to an 
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NOCR-116. or an NCR-117, attach the copy of such form to the State 
office copy of NCR-116 or NCR-117 and attach the original of NCR-126 
to the original NCR-116 or NOR-117B. 


File the copies of Forms NCR-11S5 and NCR-117 which have been withdrawm 
in serial number order. If am 3F-10t is attached to an NCR-115 or 
NCR-117 indicating that no payment will be made under such NCR-116 or 
NCR-117, file the copy of such form in a separate file labeled "No 
payment." spy . 


len and enter the date in the spaces provided therefor i 
II, item 13 of each sheet of NOR-119, and lease such Form 
NCR-119, together with the originals and second end +t G 
of Forms NCR-116, NCR-117, NCR-117A, and HCR-117B, to 
in the Records Unit. 
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3e When an RF-102 is received from the record clerk, file such RF-102 
with the NCR-116 or NCR-1L? to which it relates. 


4. When a transmittal of Forms NCR-116 and NOR-117, accompanied by 

Forms NCR~124, is received from the record clerk, match such Forms 
NCR-116 and NCR-117 with State office copies of such forms which wore 
withdramm pursuant to paragraph lof this Section III. Attach 

the State office copics of Forms NCGR-116 and NCR-117 to si 
copies of such formse 


Se. When the Forms NCR-115 and JOR-117 in a transmittel have beon 
matched with the State office copies of such forms, prepare ZF-103, 
Enter the State and county code in the upper right-hand corner of 
such form and check the box marked "Applications for Payment" in 
the line beneath the title of the forme Enter the words "Examination 
Unit" following the words "Released to™ and enter the date in the 
second line beneath the title of the forme Enter in column (a) the 
lot numbers of the lots in the transnittel and in column (0) the number 
of applications for payment in each lot. Make no entries in columns 
scyaro (2), inclusive.  Reledselthe transmittal of Forms NCR-116 and 
NCR-117 together with Forms FCR-119 and the copy of RF~103, to the 
Examination Unite Obtain the Signature of a representative of the 
kxamination Unit on the original of RF-103 and send such orizinal of 
RF-103 to the record clerk. 


O» When copies of Forms MNCR-11S and UCR-117 are received from the 
Statistics Section, fold such copies so that they will fit ina 
regulation size file drawer. File such covies in county and 
serial number order. 


Instructions to Typists. 


1s Upon receipt of Forms NOR~116 and NOR-117 from the file clerk, 
prepare two sets of FYorms NCR-122, each set in duplicates . List 
on one set the serial mumbers of "Payment! Forms NCR-116 and NCR-117 
enc on the other set the serial numbers of "No Payment" Forms NCR~116 
and NOR-117. "No Payment" cases will be identified by Forms RF~104 
attached thereto. Prepare NOR-122 as follows; 


ry 


oe 


ae Enter the State and county code in the space provided therefor 
in the upper right-hand corner. 


be imter the words "No Payment" above the title of the sheet of 
WCR-122 listing serial mumbers of "No Payment" casese 


c. Enter the name of the State, the name of the county, and Wes 
sheet number in the spaces provided therefor immediately beneath 
the title of the forme Assign sheet numbcr 1 to the first pie. 
of the first transmittal of Forms NCR-116 and NCR-117 to a county 
office end number all sheets in the transmittal consecutively. 
All. sheets of NGR-122 shall be numbered in the same seriese In 
secone and subsequent transmittals, assign the first sheet of 
NCR-122 the next number after the ise number in the previous 
transmitta Obtain such number from the record clerk in the 
pocarde Unite 

ad. Six colums have been provided in the body of the form SOT. 
listing the serial numbers of Forms NOR-116 and NOR-117 included 
sn the transmittal.e The Forms NCR-116 and NCR-117 to be trans- 
mitted should be in serial nuweber order. Enter the serial nun- 
bers of such forms in the order in which such forms are arfa anzed, 


ms Aa? 


beginning with the first column or NCR~122 and completing such column 


Fas 
before entering any serial numbers in the se cond or succeeding 
columns 


ee When a sheet of HWCR~122 is caonuleted, count the serial numbers 
listed on such skeet and enter the totel in the space provided 
therefor on the last line of the forme 


f. When all of the Forme NCR-116 and NCR-117 have been listed, enter 
just below the last serial munber listed the words "Total applica- 


tions for payment included in bao transmittal", and following 
such words enter the sum of the totals for all sheets of KCR-l22 


in the transmittal. 
ge All Forms NCR-122 prepared ‘should be roviewed to insure accuracye 
Upon completion of the Forms NCR-122 for a transmittal of Forms WCR-116 
and NCR-117, sign and enter the date in the spaces provided therefor 
in Section III, ine 14 of each sheet of NCR-119. ‘Thereafter, release 
the Forms NCR-116 and NCR-117 together with doth sets of NCR-123, to 
the record clerk Ae the Records Unite 


When pencil copies of Forms RF-106 are reccived from the record clerk, 
type Forms RF-106 in duplicate using the pencil copies as 2 ecidee 
Release the typed copies of Forms RF~106 to the record clerke 
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PART I] - EXAMINATION UNIT ee 
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The personnel of the Examination Unit shall consist of checking 
clerks, examining clerks, and review clerks. Checking clerks and 
examining clerks shall use. blue pencil and review clerks shall use red 
pencil. 


Upon receipt of a transmittal of Forms NCR-114, such forms shall 
be assigned to checking clerks by lots for a check of the computations 
on such forms. Thereafter, such lots shall be assigned to checking 
clerks for a check of the accuracy of entries other than totals on such 
forms. -Thereafter, such lots shall be assigned to a pair of checking 
clerks for a check of the entries on Forms NOR-114 against the entries 
on NCR=106. Upon receipt of a lot bearing a number in the 300 series, 
such lot shall not be assigned to checking clerks for a check of entries 
and computations on Forms NCR-114, put shall be assigned to a pair of 
checkine clerks for a check of the entries on Forms NCR-114 against the 
entries on NCR-106. 


When an entry on an NCR-114, NCR-114A, or an NCR-114C0 is found to 
be incorrect, place an "X" above and to the right of such entry. Although 
an entry is found to be incorrect, complete the checking of all other 
entries. When an error is found on an NCR-114, NOR-114A, or an NCR-114C, 
prepare RF-104, indicating thereon the nature of such error and except as 
otherwise provided herein, attach such RF-104 to the NCR-114. If the error 
may oe corrected under the instructions contained herein, indicate on 
RF-104 the correct, as well as the incorrect entry. Do not attach such 
RF-104 to the NCR-114, but send such RF-104 to the Olearance Unit, upon 
completion of all checking work for the lot. 


Upon receipt of a transmittal of Forms NCR-+116 and NCR-117, such 
forms shall be assiged to examining clerks by lots for a check or the 
entries on the signed copies of such forms against the entries on the 
State office copies of such forms, and an examination of signatures and 
certifications. When such lots have been completed by examining clerks, 
they shall be assigned to review clerks who shall review the work of the 
examining clerks, If, in the examination of Forms NGR-116 and NCR-117, 
it is found that any form does not meet the requirements set forth in 
Section IV of this Part II, prepare and attach an RF-104 to such NCR-116 
or NOR-117. Complete the examination of each form, even though such form 
is to be suspended. 


i a) a 


I. Instructions to Checking Clerks for Checking Computations on 
Forms NOR-114. ; 


1. Make the following determinations with respect to Section III 
of NCR-114; 


rae 


~ De 


Determine that the entry on each line in column Ce). aus 
equal to the sum of the entries on such line in columns 
(iy (cee tear ey ani Coreen S 


Determine that the entry in item 13(g) is equal to the 
sum of the entries in items 1(g) to 12(g), inclusive. 


Determine that the entry in item 16(g) is equal to the 
sum of the entries in-items 13(g). to 15(g), inclusive. 


Determine that the entry in item 21(¢g) is equal to the 
sum of the entries in items 17(g) to 20(g), inclusive. 


“Determine that.the entry: in: item 26(g) is.equal to the 
‘gam of the entries in items 22(g) to 25(g), inclusive. 


Determine that the entry in item 32(g) is equal to the 
sum of the entrics in items 27(zg) to 31(g), inclusive. 


If the entry in item 33(2) is not equal to the sum 
of the entries in items 16(z), 21(z2), 26(g), and 32(g), 


“strike the entry in item 33(¢) and enter the correct 


subtotal. 


If the entry in item 39(z) is not equal to the sum of the 
entries in items 34(g) to 38(g), inclusive, strike the 
entry in item 39(¢) and enter the correct subtotal. 


If the entry in item 40(g) is not equal -to.the sum of 
the entries in items 33(g) and 39(g), strike the entry 
in item 40(g) and enter the correct total. 


‘Determine that the entry in item 41(g) is equal to the 


sum of the circled entries in columns (b) to (f), 
inclusive, of Section III and columns (bd) to (e), 
inclusive, of Section VY. 


If the entry in item 40(¢) is not equal to the sum of 
the entries in items 39(zg), 41(g), and 42(g), adjust 
the entry in item.42(z) so that the sum of the entries 
in items 39(g), 41(g), and 42(g).is equal to the entry 
in item 40(¢). | 


Determine that the entry in Section III, item 42(g) is equal 
to the sum of the entries, for orchards in Section III, items . 
28(¢), 29(g), and 30(g), the entry in Section IV, item 4(»),. 
and the entry in Section IV, item 5(b). 7 


Make the following determinations in connection with Section V 
or NCR-114: : 


ae 


Determine that the entry on each line in colum (f) is 
equal to the sum of the entries in columns (b), (c), (4d), 
and (e) on such line. 


> 
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bd. Determine that the entry in item 6(f) is equal to the 
sum of the entries in items 1(f) to 5(f), inclusive. 


c. Determine that the entry in item 7(f) is equal to the 
result obtained by subtracting from the entry in Section IV, 
item 5(b), the entry in Section III, item oiteye If the 
result of such subtraction is a negative number, enter 
zero (0). 


d. Determine that the entry in item 8(f) is equal to the 
result obtained by subtracting from the entry in item 6(f), 
the entry in item 7(f). If the result of such subtraction 
is a negative number, enter zero (0). 


4, If there are no Forms NCR-114A or NCR-114C in the lot, sien and 
enter the date in the spaces provided therefor in Section IIT, 
item 3 of NCR-119 and release the lot to the clerk designated 
to check entries on Forms NCR-114. 


II. Instructions to Checking Clerks for Checking Computations on Forms 
NCGR-114A. 


1. Make the following determinations in connection with Section I 
or NCR-114A. 


a. If the farm covered by NCR-114A is a cotton farn, verify the 
total of column (c). Such total should equal the number 
of acres of the applicable crop planted in 1937, as shown 
in Section III of NCR-114. In the case of the eeneral soil- 
depleting base, such total should equal the result obtained 
by sudtracting from the entry in Section III, item 13(g) 
of NCGR-114, the entry in Section III, item 12(¢2) of NOR-114. 
In the case of the soil-depleting base for any specified 
type of tobacco, such total should equal the entry in 
Section III, item 14(g) of NOR-114. In the case of the 
cotton soil-depleting base such total should equal the 
entry in Section III, item 15(z) of NCR-114 unless there 
is an entry in Section III, item 6(a) of NCR-114A, in which 
case the entry on the last line of column (c) should be 
zero. If the farm is a sharecropper farm, no entries 
should have been made in columns (c), (d), and (e), although 
the presence of ontries in such columns will not de a reason for 
suspension. 


b. Determine that each entry in column (d) is equal to the 
result obtained by dividing the entry on the same line in 
column (c) by the total of column (c). If an entry in 
column (d) is incorrect, correct such entry. 


c. Determine that each entry in column (¢) is equal to the 
result obtained by multiplying the entry on the same line 
in column (a) by 0.125. If an entry in column (e) is 
incorrect, correct such entry. If there is an apparent 
error of not more than 0.1 in the highest individual entry 


a 


A. © 
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in column (e), consider guch entry as correct, if the total 
of column (e) is equal to 12.5. 


Determine that the total of column (©) is equal to 12.5. 


If, because of the rounding of fractions, such total is 


not 12.5, adjust the highest individual entry in column (e) 
so that the total of such column will be 12.5. 


Determine that the entry on the last line in colum (f) 

is equal to the 1937 acreage of the crop with respect to 
which the division of payment is being determined. In the 
case of the general soil-depleting base, such acreage should 
equal the result obtained by subtracting from the entry 

in Section III, item 13(¢) of NCR-114, the entry in 

Section III, item 12(¢) of NCR-114. In the case of the 
soil~depleting base for any specified type of tobacco 

such acreage should equal the entry in Section III, item 
14(g) of NCR-114. In the case of the cotton soil-depleting 
base, such acreage should equal the entry in Section III, 
item 15(g¢) of NCR-114, unless there is an entry in Section III, 
item 6(a) of NCR-114A, in which case the entry on the last 
line in colum (f) of Section I should be zero. In the 

case of sugar beets, such acreage should equal the entry 

in Section III, item 9(¢) of NCR-114. 


Determine that each entry in colum (¢) is, equal to the 
result ootained by dividing the entry on the same line 

in column (f) by the entry on the last line in column (f). 
If an entry in column (g) is incorrect, correct such entry. 


Determine that the entry on each line in colum (i) is 

eGual to the result obtained by multiplying the entry on 

the same line in column (h) by the entry on the same line 

in column (g). If an entry in colum (i) is not correct, 
correct such entry. If there is an apparent error of not 
more than 0.1 in the highest individual entry in column (i), 
consider such entry as correct if the total of column (i) 

is eqval to 100.0. If entries appear in columns (h) and (i) 
but no entries appear in columns (f) and (g), determine that 
no acreage was planted in 1937 of the crop with respect to 
the soil-depleting base for which the division of payment is 
being determined, or, in the case of the cotton soil~depleting 
base, that an entry other than zero appears in Section III, 
item 6(a) of NCR-1144. In such case, determine that the 
entry on each line in column (i) is equal to the entry on 
the same line in column (h). 


Determine that the total of column (i) is equal to 100.0. 
If, because of the rounding of fractions, such total is not 
equal to 100.0, adjust the highest individual entry in 
column (i) so that the total of such column will be 100.0. 


If NCR-114A covers a cotton farm, determine that the entry 
in each line in colum (3) is equal to the result obtained 


om Fw 


by multiplying the entry on the same line in column (i) by 


0.5, except that if no entries appear in columns (f) and (g), 


determine that the entry in each line in colum (3) is equal 
to the result obtained by miltiplying ‘the entry on the same 
line in colum (i) by 0.625. Tf. an entry in column (3) is 
incorrect, correct such entry. If there is an apparent 
error of not more than:0.1 in the; hichest individual entry 
in column (j), consider such entry as correct if the total 
of column (j) is equal to 50.0 or 62.5, as the case may be, 


Determine that the total of column (j) is equal to 50.0, 
unless there are no entries in columns (f) and (g), in which 
case determine that the total of column (j) is equal to 62.5. 
If, because of the rounding of fractions, such total is not 
equal to 50.0 or 62.5, as the case may be, adjust the 
highest individual entry in column (j) ‘so that the total of 
such column will be 50.0 or 62.5, as the case may be. 


If the farm covered by NCR-114A.is a sharecropper farm, 
determine that the entry on each line in colum (k) is equal 
to the entry on the same line in colum (i). If the farm 
covered by NCR-114A is a cotton farm, determine that the 
entry on each line in column (k) is equal to the sum of the 
entries on the same line in columns (b), (e), and (j). If 


an entry in colum (k) is incorrect, correct such entry. 


Determine that the sum of the entries in colum (k) is equal 
to 100.0. If such total is not 100.0, verify the computa- 


. tions made to obtain the entries.in column (k). 


Make the following determinations in connection with Section II 
of NCR-114A: 


Qe 


Determine that the entry on each line in column (d) is equal 
to the result obtained by multiplying the entry on the same 
line in column (bd) by the entry on the same line in column 
(c). If an entry in column (d) is incorrect, correct such 
entry. ton 


Determine that the total entered on the last line in 
column (d) is correct. Correct such total, if necessary. 


Determine that the sum of the entries on any line in 

eolume Ve), (Ce), (i), and (k)ois' équal to. 10070." If 

there are. entries in two of such columns, determine that 

each entry is 50.0. If there are entries in three of such 
colums, including column (¢), determine that the entry 

in column (g) is 33.4, and that each of the other two entries 
is 33.3. In general, each entry in column (e), (gs), (i), 

or (k) mst equal the result obtained by dividing 100.0 by 


the number of such columns in which entries appear on such line. 


Determine that the entry on each line in column (f) is equal 
to the result obtained by multiplying the entry on the same 


= Bi 
line in column (d) by the entry on the same line in column 
(e). .Similarly, the entry,on each line in column (h) 
must equal the result ootained by multiplying the entry 
on the same line in column (d) by the entry on the same 
line in column (g); the entry in ‘column (3) mst equal 
the result obtained by multiplying the entry on the 
‘same line in column (d) oy the entry on the same line in 
column -(i);.and the entry on each line in column (1) 

- mast equal the result obtained by miltiplying the entry 
on the same line in column (dad) by the entry on the seme 
line in colum:(k). If any entry in colum Cerin’ 
(3), or (1).is incorrect, correct such entry. ? 


e. Determine that the totals entered on the last line in 
columns (f), (h), (j), and (1) are correct. Correct any 
-of such totals, if necessary. . 


f. Determine that the percentage entered on the last line in 
column -(e) is equal to the result obtained by dividing the 
entry on the last line in colum (f£) by the entry on the 
last line-in colum (ad). Similarly, the entry on the last 
line in column (g) mst equal the result obtained ody 
dividing the entry on the last line in colum (nh) by the 
entry on the last line in column (a); the entry on the last 
line in colum (i) mist equal the result obtained by 
dividing the entry on the last line in column (j) by the 
entry on the last. line in column (d); and the entry on the 
last line in column (k) must equal the result obtained by 
dividing the entry on the last line in column (1) by the 
entry on the last line in column (d). If no entries 
appear in columns (a), (b), and (c) and if only ome name 
appears in Section II of NCR-114, determine that the. entry 
on the last line in column (e) of Section II of NCR-1144 
is 100.0. If no entries appear in columns (avi. (by, end (oo 
and if two names appear in Section II of NCR-114, determine 
that the entries on the last line in columns (e) and (2) 
of Section II of NOR-114A are each 50.0. If an entry on the 
last line in column (e), (g), (i), or (k) is incorrect, 
correct such entry. If there is an apparent error of not 
more than O.J in the highest of such entries consider such 
entry as correct if the .sum of all such entries is 100.0. 


ge. Determine that the sum of the entries on the last line in 
colums (e), (zg), (i), and (K) is equal to 100.0. If, 
because of the rounding of fractions, the sum of the entries 
on the last line in columns (e), (g), (i), and (k) is not 
equal to 100.0, adjust the highést of such entries so that 


the sum of such entries will equal 100.0. 


3- Make the following determinations in connection with Section III 
of NCR-114A. 


a. Determine that the entry in item 2 is equal to 65 percent 
of the entry in item 1. Correct such entry, if necessary. 
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b. Determine that the entry, in item 3 is equal to the sum 
of the entries in Section III, items 15(o), 15(c), ST the 
and 15(e), of NCR-114. 


c. Determine that the entry in item 4 is equal to the result 
obtained by subtracting from the entry in item 2, the entry 
in item 3. Correct such entry, if necessary. 


d.. Determine that the entry in item 6(b) is equal to the 
result obtained vy subtracting from the entry in item 5, 
the entry in item 6(a)... Correct such entry, if necessary. 
Determine, also, that the entry in item 6(b) is equal to 
the entry in Section V, item 1(e) of NCR-114. If such 
entries do not agree, suspend NCR-114 and NCR-114A. 


4. Jf there are no Forms NCR-114C in the lot, sign and enter the 
date in the spaces provided therefor in Section III, item 3 of 
NCR-119 and release the lot to the clerk designated to check 
entries on Forms NCR-114. 


_ IIIf. Instructions to Checking Clerks for Checking Computations on 
* is Forms NCR-114C. 


1. Determine that the entry in item 3 is equal to the result 
obtained by multiplying the entry in item 1 by the entry 
‘in item 2. 


2. ‘Determine that the entry in item 4 is equal to the result 
odtained by multiplying the entry in item 3 by 0.5. 


3. Determine that the entry in item 6(d) is equal to the sum of 
the entries in items 6(a), 6(bd), and 6(c). 


4. Determine that the entry in item 7(d) is equal to the sum of 
the entries in items 7(a), 7(bd), and 7c). 


O1 


Determine that the entry in item 8 is equal to the result 
odtained by multiplying the entry in item 5 oy the entry in 
item 7(d). 


6. Determine, that the entry in pe 9 is equal to the sum of the 
entries in items 6(d) and 8 


7. . Determine that the entry in item 10.is equal to the sum of 
' . the entries in items 6(d) and.7(a). 


ee. De Sezmiine that the entry in item ll is equal to the result 
obtained by dividing the entry in item 9 by the entry in item 
10 and multiplying the result by 100. 


MUM or ivenchns the Sabeiein ion aecietequal to. thé result 
: Obtained by subtracting from 100 percent the entry in item 11. 
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After the computations: have been checked on all Forms NGR-114¢ 
in the lot, ‘sign and'enter the date in the spaces provided 
therefor in Section III, item 3 of NCR-119 and release the lot 
to the clerk designated to check entries on Forms NOR-114. 


EMG Instructions to Ghecking Clerks for SCC RESOE Entries on Forms NCR-114. 


bets 


ASteuAI Ae. that the State and county code, the name of the minor 
civil division, and the work sheet mimber have been entered. 

If any of such data are missing, obtain and enter such data in 
the appropriate: ‘SPADES The aerial photo number need not be 
shown .. 45 2 


Make the following determinations with respect to Section I of 
NCR~114: 


Ba Determine that either the box marked "Diversion" or the box 
marked "Nondiversion" has been checked, tut that both of such 
boxes have not been checked. 


0. Determine that :the box marked "dryland" has not- ‘been checked 
in the case of Forms NCR-114 covering farms in States other 
than South Dakota or Nebraska. 


(1). .If the box marked "Dryland" has been checked in the 
case of an NCR-114 covering a farm in Area "A" in 
Nebraska or South Dakota, determine that the work sheet 
number of such NCR-114 is listed on-the list of work 
sheet numbers of dryland farms suomitted by the county 
office. 


(2) If the box marked "Dryland" has not been checked in the 
case of an NCR-114 covering a farm in Area "A" in Nebraska 
or south Dakota, determine that the work sheet numoer of 
such NOR-114 is not listed on the list of work sheet 
numbers of dryland Terms | submitted by the coun office. 


-+(3) If the box: mead "Dryland" has not been checked in the 
case of an NCR-114 covering a farm | outside of Area "A" in 
Nebraska or South Dakota, determine that the work sheet 
number of such NCR-114 is listed on the list of nondryland 
farms submitted by the county office. 


(4) “If the box:marked "Dryland" has been checked in the 
case of an NCR-114 covering a farm outside of Area "Al 
in Nebraska or South Dakota, determine that the work 

«sheet. number of such NGR-1I4-is not listed on the list 
.?. of -nondryland farms submitted by the county office. 


c. If the dox marked "combination" has been checked, determine 

_ that. the boxes marked "cotton" and "sharecropper" have not 

been checked and: determine that an NCR-114C is attached to 
NCR-114. 


Od 


,. 

d. If the box marked "cotton" has been checked and the entry in 
Section II, column (d) opposite the name of the Operator is 
other than 100.0, or if the box marked "sharecropper" has 
been checked, determine that an NOR-114A is attached to the 
NCR-114. 


e. If the box marked 'Nondiversion" has been checked, determine 
that the entry in Section Iv, item 3(b) is less than 20 and 
that there are no entries other than zero in Section IV, 
items 1(b) and 2(bd). , ne SSR 


f. If the box marked "Diversion" has been checked, and if there 
areno entries other than zero in Section IV, items 1(d) and pe As 
and if the entry in Section IV, item 3(b) is less than 20, 
prepare NCR-126 in duplicate for each person opposite whose 
name a serial number appears on NCR-114, and NCR-114A, if any. 
Enter in the upper right-hand corner of each such form the 
State and county code, the serial number, the work sheet number 
and the name of the applicant. Attach all Forms NCR-126 which 
are prepared to the NCR-114. 


If the box marked "Cotton" has been checked, determine that 
the farm is located in Area ip or in Area tcl ond’ that on 
entry other than zero appears either in Section III, item 
15(g) or in Section IV, item 1(o), or in both places. 


03 


Make the following determinations with respect to Section II of 
NCR-114; | 


a. Determine that the name of the operator and the name of the 
owner, if any, have been entered in column (a), and that 
the mailing addresses of such parties have been entered in 
column (Db). ay 


bd. Determine that a serial number or an "X¥" has beén entered in 
column (a) to the left of each name. 


c. If there is an entry in Section III, item 9(¢), determine 
that entries appear in Section II, colum (c) and that the 
sum of such entriés is 100.0, unless the farm is a share- 
cropper farm, in which case there should be no entries in 
Section II, column (¢). 


d. Determine that a percentage entry appears in column (4d) 
Opposite each name in column (a) and that the sum of such 
entries in column (d) is 100.0, unless the farm is a share- 
rented cotton farm or a sharecropper farm, in which case 
there should be no entries in column (da). ik 


e. If the farm is a share-rented farm which is not a cotton, 
sharecropper, or combinstion farm, and if the entry in Section 
‘IIT, item 27(g) is equal to the entry in Section OTT: tem, 4eteu 
determine that the entry in Section II, item 1(d) is 66-2/3 or 
66.7 and that the entry in Section Ti, item (a) is 3241/3 or Saegs 


re 


sated NE. 


If: the farm is a share-rented farm which is not a cotton, share- 


“ cropper, or combination farm, and if the entry in Section III, 


item :9(g) is equal to the entry in Section III, item 16(<), 
determine that the entries in. Section II, column (d) are each 
SOM 


Determine that the word "single" or the word "multiple" or an 
abbreviation thereof has been entered in colum (e) for both the 


Operator and the omer. If the word "single" has been entered 


in column (e) determine that the serial number on the same line 
in column (a) is less than 7000. If the word "multiple" has 
been entered in column (e) determine that the serial number 

on the same line in column (a) is greater than 7000. 


Make. the following determinations with respect to Section III of 


teh d 


/NCR-114 3 


Determine that the entry in item 12(g) is equal to the entry 
in Section V, item 8(f). 


Determine that the entry in item 3l(zg) is equal to the 
smaller of the entries in Section Vy, items 6(f) and 7(f). 


Make the following determinations in connection with Section VI 
of NCR-114:; 


is 


Determine that there appears in column (a) an adequate 
description of each soil—building practice carried out on the 
farm covered by NCR-114. The descriptions of various 
practices should be the same ag the names of such practices 

as set forth in Part IV, Section 13 of NCR-B-101, as Amended. 
However, if the description is adequate to positively identify 
the practice, it may be accepted, even though it is not 
identical with the name of such practice as set forth in 
NCR-B-101, as Amended. ae 


Determine that field letters have been entered in colum (0) 
wend each practice, a Z x 


Determine that the practice number in column (c) for each 
practice is the correct number for the practice descrived 
in colum (a). (See Part IV, Section 13 of NCR-B-101, as 
Amended). If the farm is a dryland farm and if certain 
conditions have been met with resvect to the soil—~building 
practices listed in subsections (a) and (bd) of Part IV, 
Section 13 of NCR-B-101,:as Amended, the practice numbers 
entered in column (c) will be preceded by the letter "al! 

or the letter "b", as the case may be. For example, if the 
practice listed in subsection (a) (1) of Part IV, Section 13 
of NCR-B-101, as Amended, was carried out on the farm and if 
certain conditions with: respect to such practice have been 


-met, such practice should have been listed as practice number 
earl. ; Wace ae ty i. ef 


a) 


de 


fe 


Se 


ke 


-~ li - 


If practice number aa-l, aa-2, aa~3, aa-4, aa-5, aa-6, bb-l, 
bb-2, or bb-3, or more than one of such practice numbers, have 
been entered in Section VI, determine that the sum of the 
acreages in column: (d): of EER VI opdosite such 

practice numbers is equal to the, entry-in Section III, 

item 26 (g) 


Determine that an entry has been made in column (d) on each 
line on which entries appear in columns (a2) and (c). 


If soil-building practice Nos (s) has been listed in 
Section VI of an NOR-114 covering a dryland farm, determine 
that the entry in column (d) for such practice agrees with 
the entry in Section III, item 36(2) of NCR-114,. 


If the farm is a nondryland farm determine that none of 
the practices listed in subsections: (1) to (s), inclusive, 
of Part IV, Section 13 of NCR-B-101, as Amended, hag been 
entered in Section VI of NCR-114. 


If any of the practices listed in subsections (t) to (w) 
inclusive, of Part IV, Section 13 of NCR-B-101, as Amended, 


_have been: listed in Section VI of NCR-114, determine that there 


is an entry in Section III, item 28(g). 


If any of the practices listed in subsections (x) to (z), 
inclusive, of Part IV, Section 13 of NCR-B-101, as Amended, 
have been entered in Section VI of NCR-114, determine 

that there is an entry in Section VII, item 2 or item 3. 


If soil-building practice No. (z) has been listed 
in Section VI of NOR-114, determine that the box in 
Section I marked "Nondiversion" has been checked. 


If the farm is a nondryland farm and if the same field 
letter appears in column (b) on more than one line of 
Section VI of NOR-114, make the following determinations: 


(1) Determine that there has been entered in column (c) 
on such lines not more than one of the practices 
listed in any one of subsections (c), (ad), (e), (f), 
(ze Ch), (i)s 03) (ke), (v), and (w) in Part Iv, 
section 13 of NOR-B-101, as Amended. 


(2) Determine that there have been entered in column (c) 
on such lines not more than two of the practices 
listed in: subsections -(a), (bd), (t), -(a),-.(x}y (yx), and 
(z) in Part IV, Section 13 of NCR-B-101, as Amended. 


If the farm is a dryland farm and if the same field letter 
appears in column (b) on more than one line of Section VI 
of: ete he 


Me 


(3) 


listed in subsections (k) and (0) in Part IV, ‘Section 13 


(4) 


(5) 


Ti 


“Yip 


Determine that there has been entered in column (c) 
on such lines not_more than ¢ one of the practices 
listed in any one of subsections (c), (a), (e), (4), 
(1); (op), (a), and (r) im Part IV, Section 13 of 


‘ NCR-B-101, as Amended. 


Determine that there has been entered in column (c) 

on such lines not more than one of the practices 

listed in subsections (j) and (s) in Part IV, Section 13 
of NCR-B-101, as Amended. 


Determine that there has been entered in column (c) 


on such lines not more than one of the practices 
of NCR-B-101, as Amended. 
Determine that there has been entered in column (c) 


on such lines not more than one of the practices 
listed in’ subsections (1), (m), and (n) in Part IV, 


Section 13’of NOR-B-101, as Amended. 


If practice number aa~-l, aa-2, aa-3, aa-4, aa-5, aa-6, 

bb-1, bb-2, or bb-3 has been entered on one of such lines 
and the number of any of the practices listed in subsections 
(1), (m), and (n) of Part IV, Section 13 of NCR-B-101, 


' as Amended, has been entered on another of such lines, 


delete one letter "a" or one letter "b", as the case may be. 


Determine that ‘there have been entered on such lines 


not more than two of the following: A practice listed 
in either subsection (a) or (b) and a practice listed 
in subsection (1), (m), or (n) of Part IV, Section 13 
of NCR-B-101, as Amended. 


jote: For the purpose of making the determinations 
set forth in subparagraphs (k) and (1) of this 

paragraph 5, the carrying out of the same soil- 
pbuilding practice twice on the same field will 
be considered as the carrying out of two soil- 
building practicese If the practice number 
ofa soil-building practice carried out on a 
dryland farm is preceded by the letter "al" 
or the letter "bd", such soil-building practice 
will be consicered, as two soil-building prac- 
tices. 


tS 


in accordance with the instructions in subparagraphs k 


end 1 of this paragraph 5, payment cannot be mace for all 
soil-building practices carried out on the same field, correct 
Section VI of NCR-114 so that the applicant will receive the 
highest possible rate of payment on such field. For example, 
if soil-building practices a-2, a-3, and b-3 were carried 

out on the same field, delete the data for practice b-3. If 


ei be ae 


soil-building practices aa-l- and a-l have been carricd out on 
the same field, delete one letter "all from the practice number 
aa-l. -If soil-building practices aa-1 and b-3 were carried out 
on the same field, delete the data for practice b-%, 


6. Make the following determinations in connection with Section VII 
of NCR-114; Wr 


ae If there is an entry in Section VII, item 1, determine that 
there is an entry in Section. III, item 35(g) or 37 (2). 

be If there are entries in Section VII, items 4 end 5, determine 
that there is an entry in Section III, item 9(g). ee as 


?. Determine that Section VIII of NCR-114 has been signed by the 
person who prepared such form and by a county committeeman. 


8e If there are no Forms NCR-114A or NCR-114¢ attached to the 
Forms NOR-114 in a lot, sign and enter the date in the spaces 
provided therefor in Section III, item:4 of NCR-119 and release 
the lot to the clerks cesignated to check Forms NCR-114 azainst 
NCR-106. es. iy 


Instructions to Checking Clerks for Checking Entries on Forms NOR-114A, 


1. Determine that the State and county code and work sheet number 
have been entered. If any of such data are missing, obtain and 
enter such data in the appropriate space. 


Ze Make the following determinations in connection with Section I 
of NCR-114a. 


ae If the entry in Section II, column (ad) of NCR-~114 opoosite 
the name of the overator is other than 100.0, determine that 
&@ block of Section I has been executed for each soil-—depleting 
base established for a farm designated as a cotton or share- 
cropper farm, unless such base has been exceeded. Determine 
also that a block of Section I has been executed for sugar * 
beets if any sugar beets were planted on such farm in 1937. 
Lely soil-depleting bases for a farm have been exceeded, 
and if no sugar beets were planted on such farm, and if no soil-— 
building practices were carried out on such farm, ané if one or 
more of the parties to the lease or operating agreement relating 
to such farm ow or operate another farm or farms in the county, 
end are eligible to execute an application for payment with 
respect to such farms, dcterminc that a block of Section I 
has been executed for the principal soil-depleting crop on 
such farme If, on a sharecropper farm in Area "A", the general 
soll-depleting base has been exceeded but the corn limit hag 
not been exceeded, and if one or more of the parties to the 
lease or operating asreement relating to such farm ow or 
operate another farm or farms in the county, and are eligible 


Je 


Ppt tear 


to execute os Soamteeton for payment with respect to such 
farms, determine that a ‘block of Section I has been executed 
for the ee oo y gopher ing aS? sin 


Determine tha ir a mei ling eee oee has been entered in column 
(a) for each sharecropper whose name has been entered therein. 


ete rmins Ete, ani at pcos otha Geen entered in column (2) 
for each sharecroppere 


iy) 


Make. the following determinations in connection with Section II 
of NCR-114A; 5 . , | 4 


@. Qe 


Ce 


Ce 


Determine that Section II of NCR-114A ‘has been executed for 
each farm designated as a cotton or sharecropper farm 

unless the entry. in Section II, column’ (ad) of NCR-114 opposite 
the name of the operator, is 100.0,-or ‘unless there are no 
soil—building practices listed in ‘Section VI or NCR-114 and 
the designation "Single" appears in Section II, column (e) 

of NCR-114 opposite the names of both partics¢ 


Determine that there ‘have been éntérod in column (a) the same 
practice numbers which have been epleuee insSectionsvi, 
column (c) of NCR-114. ; 


Determine that the number of acres or units of any soil- 
building practice, as entered in column (b) is equal to the 
number of acres or units of such practice entered in 
section VI, column (d) of NOR-114, = Wis 


Determine that the cntry on each line in column (c) is the 
correct.rate for the: practice number entered on the same 
line in column (a). (See Part- IV, Section 13 of NCR-B-101, 
as Amended.) ¢ 


If there is an entry in either column (i) or column (k), 
determine that the name of a sharecropper has been entered 
in the heading over columns (i) and (j) or in the heading 
over columns (k) and (1), as the case may be. 


Meke the following determinations in connection with Section III 
of NCR-114A4. 


Qe 


Determine that the entry in item 1 is equal to the entry 
in Section IV, item 1(b) of NCR-114. 


Determine that the entry in item 6(a) is equal to the « 
smaller of ‘the entries in items 4end'5. Correct such 

entry, if necessary. Determine, also, that the entry in 

item 6(a) is equal to the entry in Scction III, item 15(f) 

of NCR-114. If such entries do not agree, suspend NCR-114 

and NCR-114A,. 


5e 


Be 


Bde 
Detorming’ oe the signatmre of the person who prepared NCR-114A 
and the. signature of a county committeeman appear in Section IV 
of NCR-114 A. — | 


Determine that corréctions in any of the following entries on 


NCR-1144 have been initialed by the county committeeman who 


signed in Section IVs. 


ae In Section T: all entries in columns (a), Ae) ), (f), and (h), 
except the total of column CPN, 


be In Section tl: all entries in Seats Wa Sel sD ld CU le oe 
and (kk), éxcept entries on the last line in columns (e); 
(i), and (k). 


ae 
eis 


¢.- In Section. ITI]; all entries in items 1, 3, and 5. 


If there are no Forms NCR-1140 attached to the Forms NCR-114 in 
the lot, sign and enter the date in the spaces provided therefor 
in Section III, item 4 of NCR-119 and release the lot to the 
clerks designated to check Forms NOR-114 against NCR-105. 


VI. Pe rico to Checking Olerks. for Checking Entries on Forms NOR-1140. 


le 


Je 
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8. 


Determine that the State and county code, the work sheet nunber, 
the name of the operator, and the name of the owner have been 
entered and determine that such data are the same as the 
corresponding cata on the related Form NOR=114, except that if 
the entry in item 11 of NCR-114¢ is 100 Lhe Aa, the. name of 
the owner need not appear on NCR-114. 


Determine that the entry in item 1 is the rate specified in 
NCR-B-101, as Amended, Supplement 4. 


Determine that the entry ih item 2 is the same as the entry in 


Section IV, item 3(c) of the corresponding NOR-114. 


Determine that the entries in the first spaces in items 6(a), 
6(b), and 6(c) are in excess of the entry in item 4. 


Determine that the entries in the first spaces in itens raten 
7(b), and 7(c), if any, are not in excess of the entry in item 4. 


Determine that Section II of NCOR-114C has been signed by the 
person who prepared such form and by a county committceman. 


Determine that any corrections which have been made in Section I, 


‘items 2, 5, 6(a), 6(b), 6(c), 7(a), 7(o), and 7(c) have been 


initialed by the county committeeman who signed in Section II. 


After the entrics have been checked on all Forms NOR+1140, sign 
and enter the date in the spaces provided therefor in Section 

III, item 4 of NCR-119 and release the lot to the clerk designated 
to check Forms NCR-114 against NCR-106. 


aie > 


VII. Ins tructions to Checking Clerks for Checking Forms NOR-114 Against 
NCR~106 and Special Listing Sheets for Nonerop Plowaple Pasturc. 


Fal 


1. Two clerks, working together, shall check entries on Yorms 
NCR-114 against NCR-106 as hereinafter set fortn. If the 
farm covered by an NCR-114 is located in a State other than the 
State from which the NCR-114 was submitted, a-copy of the data 
for such farm as shown on the NOR-106 for such other State 
shall be obtained in order that the tol lonide rchecks may be mace. 


ae Determine that the mtry in Section IV, item 1(d) of NCR-114 
is equal to the entry in ‘column ‘33 of NOR=106 . for cotton. 


be Determine that the entry in Section IV, item 1(c) of NOR-114 
is equal to the entry in column 39 of NCR-106 for cottone 

Ce Determine HAE the entry in Section IV, item 2(b) of NCR-114 
is equal to the entry in column 33 of NOR=106 for the 
specified type of tobacco, except that if the entry in 
Section III, item 14(g) of NOR-114 is less than 50 percent 
of toe ene in column 33 of NCR-106 for such type of tobacco 
determine that the entry in Section IV, item 2(b) of NOR+114 
does not exceed twice the entry in Beet at TiPAateniale) 
of NOR-114. If the entry in Section IV, item 2(b) of 
NCR-114 is less than the entry in column 33 of NCR-106 
for such type of tobacco and it appears that the entry in 
Section IV, item 2(b) of NGR-114:was reduced so that it 
would not exceed twice the entry in Section III, item 14(g) 
of NOR-114, correct the entry in column 33 of NCR-106 so 
that it agrees with the entry in Section IV, item 2(b) of 
NCR-114. 


d. Detérmine that the entry in Section IV, item 2(c) of NCR-114 
is equal to the entry in column 39 of NOR-106 for the svecified 
type of tobacco. 


ee Determine that the entry in Section IV, item 3(b) of NCR-114 
is equal to the entry in column 13 of NCR-106 unless the 
entry in Section IV, item 2(b) of NGR-114 was less than the 

entry in column 33 of NCR-106 for tobacco, in which event 

determine that the entry in Section IV, item 3(b) of NGR-114 
is greater than the entry in column 13 of NOR-106 by an 
amount equal to the difference between the entry in Section 
IV, item 2(b) of NCR-114 and the original entry in column 
33 of ECR-106 for tobacco. If the general soil-depleting 
base has been so adjusted, make the necessary cortege 
in column 13 of NCR-106. 


f. Determine that the entry in Section IV, item 3(c) of 
NOR-114 is equal to the entry in column 20 of NCR-106. 


g- Determine that the entry in Section IV, item 4(b) of 
NCR=114 is cqual to the entry in ain taentk 14 of NCR-106, and 


ibe ee 


--°+ that such entry does not exceed the result obtained by 
“subtracting from the entry in Section III, item 42(¢) of 

- “NCR-114, the sum of the entries for orchards -in Section III, 
“-items 28(¢), 29(g), and. 30(g) of NCR~114. 


he Determine that the entry in Section IV, item 6(b) of 

/NOR-114 is equal to the entry in column 27 of NCR-106 

and that such entry is not in excess of the entry in 
Section IV, item 3(b) of NOR-114. : 


i. Detemine that the entry in Section IV, item 7(c) of NCR-114 
"is equal to the entry in column 9 of the sugar beet listing 
sheet unless sugar beet yields have not been adjusted, in 
_ which event determine that such entry is-equal to the entry 

dn column 4 of the sugar beet listing sheet. 


Determine that the entry in Section VII,. item-1 of NCR-114 is five 


-less than the entry in column (f) or column (g) of the Special 


Listing Sheet for Nonecrop Plowable Pasture. 


If an NOR~114 was. suspended pursuant to Section I, paragraph 2 of 
this Part II, and it has been determined that the entry in 

Section IV, item 4(b) of NOGR-114 agrees with the entry in column 
14 of NCR-106, and if the entry in Section III, item 42(¢) was 
corrected by the first checking clerk, correct the entry in 
Section IV, item 5(b) so that it equals the result obtained by sub- 
tracting from the entry in Section III, item 42(g) of NCR-114 the 
sum of the entries for orchards in Section III, items 28(2), 29(g), 
and 30(g¢) of NCR-114 and the entry in Section IV, item 4(b) of 
NCR-114. Indicate on the RF-104 attached to such NCR-~114 

that the correction has been made and send such RF-104 to the 
Clearance Unit. If Section III, item 42(g) was not corrected by 
the first checking clerk, do not remove the RF-104. 


After entries on an NCR-114 have been checked against NOR-106, 
maxe entries in column 1 of NCR-106 and on NCR-114, NCR-114A, and 
NCR-1140 as follows: 


ae If an NOR-114 and NOR-114A and NOR-114c, if any, have not 
been suspended, enter the lctters "Q.K.'" in column 1 of 
NCR-106 to the left of the work sheet number of such NOR-114. 


be If'an NCR-114 and NCR-114A and NCR-114¢, if any, have been 
suspended enter the letter "S in column 1 of NCR-106 to the 
left of the work sheet number of such NCR-114. Remove the 
suspended NCR-114 from its place in the lot and place it 
on top of the lot. . 


Ce If an RF-104 is attached to an NOR-114 and such RF-104 indi-~ 


cates that an NCR-114 bearing the same work sheet number 
has previously been received, check NCR-106 to determine 
waether the NCR-114 which was previously received was sus-— 
pended. If an "§" appears to the left of the appropriate 


ohS 


work sheet number strike the "S" and enter "0.K." in lieu 
thereof, provided the RF~104 does not show any additional 
reason for suspensione Remove and destroy the RF-1L04 
attached to such NCR-114.7 If an "0.K." appears to the left 
of the work shcet number for which RF-104 indicates that an 
NCR-114 was previously received, indicate on the RF-104 

that the NCR-114 which was previously received, was ap»roved. 
Place the NCR-114 on top of the lot. 


d. If an RF-104°is not attached to an NOR-114 and an "S" 
_appears to the left of the appropriate work sheet number, 
strike’ the’ us and enter. N05 Ke" in lieu thereof. 


Seater an 9 Sire! is ered on NCR- 106,-enter an "0K." to 


‘the right of the form number on the porreeporei ne NOn-114 
arid NCR-1144 and NOR-114C, if any. 


f. If there is included in a transmittal of Forms NCR-114 an 
NCR-114 which bears the notation.."the farm covered by this 
NCR-114 is located in __ County and is part of 
the farming unit located in..... .  County",- deter~ 
mine whether an "0.K." has. been entered opposite the 
work sheet number of such NCR-114 on the NCR-106 for 
the appropriate county. If an "0.K.e" has been entered 
do not suspend such NOR-114 but write on such NCR-114 
in a conspicuous place the notation "Do not record 
data from this NCR-114". If an "0.K." has not been 
entered opposite such work sheet number, make such 
entry and write on such NCR-114 in a conspicuous place 
the notation "Record data from this NCR-114". 


If an NCR-114 was “suspended in the Records Unit, determine 
waether such suspension is warranted. If not, remove and 
destroy the RF-104 upon approval of the person in charge of 
the Examining Unit, and enter "Q.K." in column 1 of NGR-1O06 
and to the right of the form number on such NOR-114. 


Upon completion of the checking work in connection with a lot, 
enter in Section II of NCR-119 the wrk- sheet numbers. of all 


‘suspénded cases in such lot a and enter on the last line in 


Section II the’ total number of such suspensions. © Both checking 
clerks shall sign and enter the date in the spaces provided 
therefor in Section III, item 4-of NCR-119: and release the lot 

to the person designated to’ release transmittals of Forms NCR-114. 


When a lot bearing a lot eer: in the 400. series is received, 
check each NCR=114 in such lot against NCR-106. Strike the 
"S" in column 1 of NCR~106 opposite the work sheet number 

of NCR-114 and enter "0.K.".in liew thereof. Enter "0.K." to 
the right of the form number on each such NCR-114. Remove and 
destroy the Forms RF-104 attached to the Forms NCR-114 in such 
lot anc release the lot as set forth: in paragra ph 6 of this 
section VIT.: 
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VIII. Instructions hibsieoh Release Oa. Transmittals of Forms NCR=114. 

1. When all ee in a transmittal have been completed, the person 
designated by the person in charge of the Ex camination Unit shall 
prepare nF-103, in triplicate, Enter the State and county code 
in the space provided therefor in the upper right-hand corner. 
Check the box marked "Summaries of Performance" in the line 
beneath the title of the form. Enter the wrds "Entry Unit and 
Clearance Unit" in the space following the words "Released tol! 
and.enter the date in the second line beneath the title of 


the form. Enter in column (a) the numbers of the lots in the 
transmittal and in column (bd) the number of cases in each lot 
j ‘which have not been suspénded. Enter in column (c) the number of 


suspended cases in each lot and enter in column (4) to (g), 
inclusive, the work sheet numbers of such suspended cases. 


ee Release all suspended cases in the transmittal to the Clearance 

Unit, tozether with the second copy of RF-103,° Obtain the 
signature of a representative of the Clearance Unit on the 
original of RF-103. Release the Forms NCR-114 which were not 
suspenced, to the Entry Unit, together with the first copy of 
RF-103 and NCR-119. Obtain the sighature of a represéntative 

of tne Entry Unit on the original of RF-103 and send such 
original RF-103 to the record clerk in the Records Unite 


IX. Instructions to Examining Clerks for Examination of Forms WCR-116 
and NCR-117. 


— 


Make the following determinations in Bonn ox On with Forms 
NCR-116 and NCR-117; © 


le Determine by examining the signed copies of t0R-116 and NOCR-117, 
that no change has been made in any of the data thereon, except 
changes or corrections which were made in the State office. If 
any item was corrected in the State office, the same correction 
will appear on the State office copy of the form in questione 


Ae Compare all entries in Section VII of the signed copies of 
NCR-116 and all entries in Section XI of the signed copies 
of NCR-117B with the same entries on the State office copies 
of such forms. 


3e Determine that no unauthorized deletion has been made in any 
printed matter on NCR-116 or HCR-117. 


4. If any entry has been corrected both on the signed copy and 
on the State office copy of an NOR-116 or an NCR+117 and such 
y entry is not the result of a computation on such form, de- 
termine that such correction has been initialed by the member 
of the county committee who signed the Certification of County 
Committee on such fom. Oorrections in any of the following 
entries must: be initialed: 


Be; 
' » -has ‘been’ changédé in Section IX of NOR-116 or in Section XII of 


Se 


Be 


i 


- 2 - 


as On NCR+116 Section II, items 1, 2, and 6; Section IIT, 
items 1, 2, and 4; Section IV, all items in columns (a) 
and (b); Section VY, all items in column (a) except item 4; 
oeetlon AV Ly items 1, 2, 4, and 6; and Section VII, all itoms 
in column Co). 


bits. Onk HORS A viesee Monerreeeis kvekoes Gyers ila Serie 19: 
Section III, items 1, 2, and 4; Section Iv, all items in 
iat AYN (a} and (b) And item 8; Section V, all items in 

_colum (a) and item 10; Section We tenes i? 2; pies: 6. and 6% 


If. the eae of the OPcnents: name or ties waaave of an applicant 


NCR+117, determine that the chenge has been initialed by the 
member of. the county committee. who signed... the, Certification of 
County. Committee on such form. For example, if the name "John H. 
Doe" was printed on an NOR-116 and..such name! was changed to 


: "J. He Doe,’ such change mast have. been. initialed..° When such 
.@.chanec has been maie and initialed on.an NCR-116 or an NCR-117, 


make the same change on the Sane ae of such forme 


Det ermine that a date has been. entered ‘tn :the ‘space provided 


therefor in Section IX of each HCR-116 and in Section XII 
of each NCR-11L7RB. 


Determine that acceptable signatures have been affixed in 
Sections VIII and IX of each NGR-116 and in Sections XII anal” 
XTII of each NOR-117B. 


Determine that the signature in Section VIII of MOR-115 or 
in Section XIII of NCR-117B is not that of the applicant 


who signed such form. % 


The signature of the applicant in Section IX of NCR-116 or 


in, Section :XII.of NCR-117B should be in the same style as 
, the printed name of such applicant in the same sectione 


However, if any of the following examples of differences 
between printed names and Signatures appear on an NCR-116 
Or an NOR-117B, such form should not be suspended. 


Printed HWame |  Sienature. ~ 
J» Doe Wee bag . John Doe 
| or Jnoe Doe. / 
John Doe ..dnoe Doe 
Pal ~ or Jolin sei Dee 
Mrs. Sarah Smith — end i Serah, Smith | 
Jones and Smith a «Jones.and Sith 


@ partnership (ie: by John Smith,..a ee 


Printed Name. | 1 ENP Oe SR ee AG: Sisnature 

Je Doe, Adm» of .- ata Coy bMS JOnn Poe adm or 

SeeROR, EECEURS TO eo ck ane: cow det. Che -Retate or 
ae er. Se eee - Richard Roe, Deceased 


Joe Willington. a1. 326 ery ie re «oF oe Wilington : 


be any of the following examples: of difference between typed 
names and signatures appear on an.NCR-116 or an NOR-117B, such 


: form shall be suspended. 


John Doe 7) amt - Je Doe’: : 


Ors Ae DOs 
idrse John Smith ths path ‘Deion? t. ehiress Mary rémith 


10. 


‘LS 


12. 


L3e 


or.Mary Smith 


Jones and Smith brads, teeta 4 | -Jonn Smith 


..fom Welsh . _ .: gtr ox di _ Tom Welch 


Requirements for signatures. of individuals, co-signers and . 

sole proprietorships are set forth in Section A of ACP-16 which 

was issued in connection with the 1936 Agricultural Conservation 
Program. . faites: 


If the signature of any applicant was affixed by mark or in other 
than English script, determine t hat such signature has been 
witnessed by at least one person whose Signature is in English 
Script, in the original, and handwritten. 


If the signature in Section IX of an HOR-116 or in section XII 

of an NCR-117B is that of a person acting in a representative or 
fiduciary capacity, determine thet such person in his signature 

has disclosed the principal or entity for whom he is acting end has 
indicated the capacity in which he is acting. Examples of accentable 
Signatures of persons acting in representative -or fiduciary capacities 
will be found in Section B of ACP-165. 


Determine that the address of the applicant is entered in Section 
IX of WCR-116 or in Section XII of NCR-117B and that such | 
address is an adequate mailine address. 


Determine the style in which the name of the vayee should appear 

on the check issued as payment under NCR-116-or NCR-117. Clerks 
preparing Forms NCR-116 and NCR-117B have been instructed to 

print the name of the applicant in the style in which such name 
should appear on the check. however,.if the applicant did not 

Sign in exactly the same style as his name was printed on #CR-116 
or NCR-117B, and his sighature is acceptable under the instructions 
in paragraph 9 of this Section IX,..or if the name of the applicant 
was not printed in the style in which such name should gQopear on 

the check, print the name of the payee on a slip of paper and staple 


Ks 


14. 


15. 


AS ia 


such slip of paper to NCR-116 or NCR-117B over the printed name 
of the applicant or, where possible, bracket that portion of the 
printed name which should not appear on the check... The manner 

in which. the names of payees should appear on checks is set forth 
AniPart IT, Section I, paragraph 1,1 ‘of NOR-State-108. 


Determine that a properly executed NCR~126 is attached"to.” 
each NOR-116 or NCR-117 covering a diversion farm with respect 


‘to which the general soil-depleting base is less than 20 acres 


and with respect to which no tobacco or cotton soil-depleting 
bases were established. Only one certification on NCR-126 should 
have been signed and such certification should have been signed 
by the same committéeman who sigmed in Section VIII of NCR-116 

or in Section XIII .of NCR-1175. 


If a copy: of RF-102 is attached to the State office copy of an 
NCR-116 or an NCR+-117B, determine that the original of such 
RF-102 is attached to the signed copy of such form. Examine 

the original RF-102:. If the county committee has certified 

that the applicant who signed NCR-116 or NCR-117B is not the 
person shown on RF-102 as indebted to the United States Government, 
sucht NCR-116 or NCR-117 may be approved, if otherwise regular. 

If the original RF-102 is not attached to the NCR-116 or NCR-117B 
or if. such original RF-102 is attached and it is indicated that 
the applicant is indebted to the Government, or if there is 

douot as to whether the applicant is indebted to the Government, 
prepare: and attach an RF-104 to the NCR-116 or NCR-117B. 


Upon completion of the examination of an NCR-116 or an NCR-117, 
initial such NCR-116 or NCR-117. 


a. Initial Forms NCR-116 in the lower right-hand corner of Section IX. 


b. Initial Forms NCR-117B in the lower right-hand corner of 
SecvLons. lis 


Cc. Do not initial suspended Forms NCR-116 and NCR-117 but sien 
the RF-104 attached thereto. 


Upon completion of the examination of the Forms NCR-116 and 
NCR-117 in a lot, sign and enter the date in the spaces pro- 
vided therefor in Section III, item 4 of NCR-124. Place all 
suspended Forms NCR-116 and NCR-117 on top of the lot and 
release the lot to a review clerk. 


Instructions to Review Clerks for Review of Forms NCR-116 and NCR-117. 
Be errr tc a ieee ee Semi nee On, eae AN US\ 1. CL cera 


a 


Upon receipt of a lot, examine all suspended cases in the lot, i= 
following the instructions to examining clerks set forth in 
Section IX of this Part II, to determine whether the suspension 
of such cases is warranted. If dowbt arises relative to the 
suspension of any case, consult the person in charge of the 


>}? 


w 


Ww OG ~ 


Examination Unit. If the suspension of an NCR-116 or NCR-117 
is not warranted, remove RF-104 and place such NCR-116 or 
NCR-117 in its proper place in the lot. Initial the NOR-116 
or NCR-117 as provided in paragraph 16 of Section Ix of this 
Part II. If the suspension ig warranted, initial RF-104 
beneath the signature of the examining clerk. 


Examine all other Forms NCR~116 and NCR-117 in the lot following 
the instructions to examining clerks set forth in Section IX 

of this Part II. Determine whether any of such cases should 
have been suspended and that the name of the payee has been 
correctly designated. Correct such desicnation, if necessary. 
Initial each approved NCR-116 or NOR-117 immediately to the 

left of the initials of the examining clerk. 


Upon completion of the review of all Forms NCR-116 and NCR-117 
in the lot, enter in Section II of NCR~124 the serial numbers 
or all suspended cases in such lot, and enter on the last line 
in Section II of NOR-124 the total number of suspended cases in 
the lot. Place all ‘suspended cases on top of the lot, sign and 
enter the date in the spaces provided therefor in Section III, 
iten 5 of NCR-124, and release the lot to the person designated 
to release transmittals of Forms NCR-116 and NCR-117. 


Instructions for Release of Transmittals of Forms NCR-116 and NGR-117. 


‘ae 


When the review of all lots in a transmittal of Forms NCR-116 
and NCR+117 has been completed, the person designated by the 
person in charge of the Examination Unit shall prepare RF-103 
in triplicate. Enter in the upper right-hand corner the State 
and county code. Check the box marked "Applications for Payment! 
in the line beneath the title of the form. Enter the words 
"Payment Schedule Unit and Clearance Unit" after the words 
"Released to" and enter the date in the second line beneath the 
title of the form. Enter in colum (a) the numbers of the lots 
in the transmittal and in colum (>) the number of cases in 
each lot being released to the Payment Schedule Unit. Enter in 
colum (c) the number of suspended Forms NCR-116 and NCR-117 in 
each lot and enter in columns (a), (e), (f), and (g), the serial 
numbers of all suspended cases in the transmittal. 


Release all suspended cases in the transmittal together with 

the second copy of RF-103 to the Clearance Unit. Obtain the 
signature of a representative of the Clearance Unit in the space 
provided on the orizinal RF-103. Release all approved Forms 
NCR-116 and NCR-117 in the transmittal together with the first 
copy of RF-~103 and the NCR-124 to the Payment Schedule Unit. 
Ovotain the sienature of a representative of the Payment Schedule 
Unit in the space provided on the original of RF-103 and send 
such original RF-103 to the record clerk in the Records Unit. 
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UNITED STATES DEPARTMENT OF AGRICULPUHE | = (¥ “AX bY 
AGRICULTURAL ADJUSTMENT ADMINISTRATION pre crivep 
‘NORTH CENTRAL DIVISION. tl 
Saar | Ww DEC 3, S3/erum 

PART Ill - ENTRY UNIT U. 8. Department ef Agricuitive 


eR: 


The personnel of the Entry Unit shall consist de ontry clavka a¥al 
review clerks. All clerks in this unit sigs use indéribrepencrr: ra 


Upon receipt of a asonide ee of Torms NCR-114 such forms shall be 
assigned to entry clerks by lots for the preparation of Forms NCR-116 and 
NCR-117. 


_- Entries on Forms NOR-116 and NOR-117 shall be made in such a 
manner as to result in clear and legible entries on all copies of such forms. 


I. Instructions to Entry Clerks. 


Prepare NCR-116 for each person whose name is listed in Section II, 
column (2) of NCR-114 or Section I, column (a) of NCR-114A, if a 
serial number smaller than 7000 has been entered to the left of 
such name. Prepare NCR-117 for each person whose name is listed 
in Section II, column (a) of NCR-114 or Section I, column (a) 
of NCR-114A, if a serial number greater than 7000 has been entered 
to the left of such name. Attach all Forms NCR-116 and/or NCR~117 
which are prepared from one NCR-114 or from an NCR-114 and NCR-114A 
to such NCR-114 or such NCR-114 and NCR-114A. If an NCR-114A is 
attached to an NCR-114 which covers a share-rented cotton farm 
or a sharecropper farm and if the owner, operator, or a share- 
cropper on such farm has been assigned a serial number greater 
than 7000, prepare an NCR-116 and an NCR-117 for such person. 
In the preparation of NCR-116 in such case follow the instructions 
in paragraph 1 of this Section I, except that if every entry in 
line 1 of Section II of NCR-116 is equal to or greater than the 
entry in the same column in line 2, make no entries in Sections 
III, IV, V, and VI of NCR-116, If Forms NCR-126 are attached to 
an NCR-114, attach such Forms NCR-126 to the applicable Forms 
~NCR-116 or NCR-117 prepared from such NCR~114. 


1. Prepare NCR-116 as follows: 
@e Enter the State and county code and serial number in the 
upper right-hand corner. Obtain such data from NCR-114 
or NCR-114A. 
be. Make entries in Section I as follows; 
(1) Enter the work sheet number in the space provided 


therefor. Obtain the work sheet number from NGR-114 
or NCR<lI44A.°° ~ 


(2) 


(10) 


(11) 


(12) 


(13) 


ee 


Indicate the type of farm by checking the epplicable 
boxes. Check the same boxes which have been checked. 
in Section I of NCR+114.except that an additional box 
has been provided on NCR~-116 for a nondrylend farm and 
if the box marked "Dryland" on an NCR-1L14 covering 2 
farm in Nebraska or South Dakota hes not been checked, 
check the box marked "Nondrylend" on NCR-116. 


entries in Section II as follows: 


Enter the county rate in the space provided therefor 
beneath the title of Section II. Obtain such entry 
from NCR-B-101, Supplement 4. 


Obtain the entry for item l(a) from Section IV, item 
1(b) of NCR-114. 


If an entry appears in Section IV, item Pel ota) algo 
NCR-114, enter in the heading of column eae rene 


Section II the name of the type of tobacco. Obtain 
‘such name from Section IV, item 2(a) of NOR~114. 


Obtain. the entry for item 1(b) from Section IV, 
item 2(b) of NCR-114. | 


If the farm is a diversion farm in Area "A", enter in 
item 1(c) the entry in Section IV, item 6(b) of NOR-114 
or 15.0, whichever is the larger. If the farm is a 
nondiversion carmi nt srea.nt -onter 20.0 in tem Loe 


Obtain the entry for item 1(d) from Section IV, item 3(b) 
of NGR-114, unless the farm is a nondiversion farm, in 


which case enter 20.0. 


Obtain the entry for item 1(e) from Section IV, item 4(b) 
of NCR-114. ; ne 


Obtain the entry for item 2(a) from Section III, item 15(g) 
of NCR-114. 


Obtain the entry for item 2(b) from Section III, item 14(g) 


- of NCR+114. 


If the farm is in Area "A" obtain the entry for item 2(c) 
from Section III, item 1(g) of NCR-114. 

Obtain the entry for item 2(a) from Section III, item 13(g) 
af NORA} om ces 4 se ota, a 


Obtain the entry for item 2(e) from Section III, item 
16(e¢) of NOR-114. 


Obtain the entry for item 6(a) from Section IY, item l(c) 
of NCR-114. 


°) 


Make 


(3) 


a te. 


Obtain the entry for item 6(b) from Section IV, item 2(c) 
of NCR-114, Digit east 


Obtain the entry for item 6(d) from Section IV, item 3(c) 
of NCR-114. | 


If the word "cotton' has been stricken from Section IV, 
item l(a) of NCR-114 and the name of a type of tobacco 
has been entered in lieu thereof, strike the word 
Nootton" in the heading of Section II, column (a) 

of NOR-116 and enter in lieu thereof the name of such 
type of tobacco. Obtain entries for items Lie), 2a. 
and 6(a) as set forth in items (2), (8), and (13) of Gate 
subparagreph c. 


entries in Section III for diversion farms only, as follows: 


Obtain the entry for item 1 from Section III, item 21( 2) 


Obtain the entry for item 2 from Section IV, item 5(b) 
of NCR-114. 


Obtain the entry for item 4 from Section III, item 
26(g) of NCR-114. 


entries in Section IV as follows: 


Obtain the entries for column (a) from Section VI, 
column (c) of NCR-114. 


Obtain the entries for column (b) from Section VI, 
column (d) of NCR-114. Care should be taken to enter 
data from the same line in columns (c) and (da) of 
Section VI of NCR~114 on the same line in columns 

(a) and (b) of Section IV of NCR-116. 


Enter in column (c) the rate of payment for each 
practice. Obtain such rates from Part IV, Section 13 
of NCR-B-101, as amended. In the case of a dryland 
farm, if the number of a soil-building practice listed 
in subsection (a) or (b) of Section 13 of NCR-B-101, 

as Amended, is preceded by the letter "a" or the letter 
tpt! ag the case may be, the rates to be entered 

for such practices are as follows: 


ae-1l - $4.00 aa-6 ~ $2.00 
aa~2 = $3.50 bb-1 — $3.50 
aa-3 —- $2,50 bb-2 = $2.50 
aa-4 — $2.50 bb=-3 = $2.00 


ea5 , $2. 00 


ly Ae 


f. Meke entries in Section V es follows: 


(1) If the farm is a diversion nondryland farm, obtain 
entries for Section V as follows: 


(2) 


(3) 


(a) 


(b) 


(c) 


(4) 


(e) 


(f) 


Obtain the entry for item 1(a) from Section III, 
item 2 of NCR-116. 


Obtain the entry for item 5(a) from Section III, 
item 28(g) of NCR-114. 


Obtain the entry for item 6(a) from Section VII, 
item 2 of NCR-114. 


Obtain the entry for item 7(a) from Section VII, 
item 3 of NCR-114. - : 


Obtain the entry for item 8(2) from Section VII, 
item 1 of NOR-114. 


Delete columns (c) and (d). 


If the farm is a diversion dryland farm, obtain entries 
for Section V as follows: 


(a) 


(b) 


(c) 


(4) 


Add the entries in Section III, items 1 and 4 

of NCR-116 and enter in Section V, item 2(a) 

the result of such addition or the entry in Section 
III, item 2 of NCR~116, whichever is the smaller. 


Obtain the entries for items 5(a), 6(a), 7(a), and 
8(a) in the manner set forth in item (1) of this 


subparagraph f, for a diversion nondryland farm. 


Obtain the entry for item 9(a) from Section III, 
item 36(2) of NOR-114. 


Delete columns (b) and (d). 


If the farm is a nondiversion farm, obtain entries 
for Section V as follows: 


(a) 


(b) 


(c) 


Obtain the entry for item 3(a) from Section 
IIL, item 42(¢) of NCR-114. 


Obtain the entries for items 5(a), 6(a), 7(a), 
and 8(a) in the manner set forth in item (1) of this 
subparagraph f for a diversion nondryland farm. 


Delete columns (b) and (c). 


Se 


ee 


Obtain entries for Section VI as follows; 


(1) Enter in the space provided therefor the sugar beet 
factor. .The sugar beet factors for the States in 
the North Central Region are as follows: 


(2) 


‘Lllinois - 0.374 
Indiana - 0.375 

Iowa — 0.360 
Michigan - 0,385 
Minnesota — 0.381 
Nebraska - 0.362 
Ohio - 0.371 
South Dakota - 0.392 
Wisconsin — 0.374 


Obtain the entry for item 1 from Section III, item 
9(g) of NOR-114, 


Obtain the entry for item 2 from Sectiom VII, item 
4 of 


WOR-114. 


. Obtain the entry for item 4 from Section VII, 
item 5 of NCR-114. 


Obtain the entry for item 6 from Section Ive 
item 7(c) of NCR-114, 


entries in Section VII as follows: 


If the farm is not a share-rented cotton farm or a 


(a) 


_(b) 


(c) 


‘sharecropper farm, proceed as follows: 


Enter in item 7(b) the entry in Section II, 
column (¢) of NCR-114 opposite the name of the 
person for whom NCR-116 is being prepared. 


If the entry in Section II, column (d) of 
NCR-114 is the same as the entry in Section II, 
column (c) of NCR-114 or if there is no entry 
in Section II, column (c) of NCR+-114, enter 


in item 10(b) the entry in Section II, column 


(a) of NCR-114, 


If the entry in Section II, column (a) of 
NCR-114 is not the same es the entry in Section 
II, column (c) of NCR-114, enter in items 4(b), 
5(b), 6(b), and 9(b) the entry in Section II, 
column (ad) of NOR-114, 


If the farm is a share-rented cotton farm or a share- 
cropper farm, proceed as follows: 


a Ge 


(2) Enter in item 1(b) the entry for cotton in 
Section I, column (k) of NCR-114A opposite 
the name of the person for whom NOR-116 is being 
prepared. . | 


(bo) Enter in item 2(b), the entry for the specified 
type of tobacco in Section I, column (k) of 
NCR-1144 opposite the name of the person for 
whom NCR-116 is being prepared. Q 


(c) Enter in item 3(b) the entry for general in 
Section I, column (k) of NCR-1144 opposite the 
name of the person for whom NCR-116 is being 
prepared. 


(d) Enter in item 6(b) the entry in Section II of 
NCR-114A on the last line in column (e), (g), 
(i), or (k) for the person for whom NCR-116 
is being prepared. 


(e) Enter in item 7(b) the entry for sugar bests 
in Section I, column (k) of NCR-114A opposite 
the name of the person for whom NCR-116 is being 
prepared. 


(f) If Section I of NCR-114A has been prepared only 
for the principal soil~depleting crop, enter in 
item 9(b) the entry in Section I, column (k) 
of NCR-1144 opposite the name of the person for 
whom NCR-116 is being prepared. 


Hes Enter in the space preceding the percentage symbol in 
item l2, the rate of deduction for county association 
expense for the county. 


Print the name and address of the applicant in the space n 
provided therefor in Section IX of NCR-116. In the case 

of an operator or owner the name and address shall be 

obtained from Section II, items 1 and 2 of NCR-114,. In the ‘ 
case Of a sharecropper, the name and address shall be obtained 
from Section I, column (a) of NCR-114A. Print the name as 

follows: : 


(1) In the case of an individual, print the name of the 
applicant in the same style as such name appears on 
NCR-114 or NCR-1144. 


(2) In the case of co-signers print the names of the € 
applicants in the same style as such names appear 
on NCR-114 or NCR-114A. Insert the word "and" im- 
mediately preceding the last name. 


(3) In the case of @ sole proprietorship, print the name 
of the sole proprietorship. 


ee ey es 


(4) In the case of a partnership, print the name of the 
partnership. oS Cee ay 


(5) In the case of a corporation, print the name of the 
corporation. | pir 


(6) In the case of an administrator, executor, or guardian, 
print the name of the payee on three lines. Print the 
name of the administrator, executor, or guardian and the 
title (abbreviated) on the first line, the words "of 
the estate of" on the second line, and the name of the 
deceased, incompetent, or minor together with the 
designation "deceased", "incompetent!', or "minor'! 
(abbreviated) on the third line. 


(7) In the case of a receiver, trustee, liquidator, or 
person acting in a similar capacity, print the name 
of the payee in two lines. Print the name and title 
(abbreviated) of the receiver, trustee, or liquidator, 
on the first line and the name of the bank or institution 
for which the receiver, trustee, or liquidator is acting 
on the second line. : 


(8) In the case of a State, county, municipality or agency 
thereof, print the name of such State, county, munici- 
pelity or agency. 


(9) In the case of an agent, print the name of the principal 
for whom the agent is acting whether such principal be 
en individual, co-signer, partnership, or corporation. 


2. Prepare NCR-117 as follows: 


a. Enter the State and county code and serial number and the name 
of the applicant in the spaces provided therefor in the upper 
right-hand corner. Obtain such data from NCR-114 or NCR-114A 
except that if the farm covered by the NCR-114 is located in a 
county other than the county from which such NCR-114 was sub- 
mitted, obtain the State and county code from NCR-119. 


b. Make entries in Section I as follows: | 
(1) Make no entry in the space provided for the block number. 


(2) Enter the work sheet number in the space provided therefor. 
Obtain the work sheet number from NCR-114 or NCR+-114A. If 
the farm is located in a county other than the county from 
which the NCR-114 was submitted enter the State and county 
code of the county in which such farm is located, immedi- 
ately preceding or above the work sheet number and encircle 
such State and county code and work sheet number. 


(3) 


(2) 


(3) 


(4) 


(5) 


(o)5 


(7) 


(8) 


(9) 


(10) 


(11) 


(12) 


yeh = 


Indicate the type of farm by checking the applicable box. 
Check the same boxes which have been checked in Section I 
of NCR-114, except that an additional box has been pro- 
vided on NCR-117 for a nondryland farm and if the box 
marked "Dryland" has not been checked on an NCR-114 
covering a farm in Nebraska or South Dakota, check the 
box marked "Nondryland" on NCR-117. 


entries in Section II as follows: 


Enter the county rate in the space provided therefor. 
beneath the title of Section II. Obtain such rate from 
NCR-B-101, Supplement 4. Use the county rate for the 
county in which the farm is located. 


Obtain the entry for item 1(a) from Section IV, item 
1(b) of NCR~114. 


If an entry appears in Section IV, item 2(b) of 
NCR-114,. enter in the heading of column (b) of Section 
II the name of the type of tobacco. Obtain such name 
from Section IV, item 2(a) of NCR-114. 


Obtain the entry for item 1(b) from Section IV, item 
2(b) of NCR-114. 


If the farm is a diversion farm in Area "A", enter 
in item 1(c) the entry in Section IV, item 6(b) of 
NCR-114 or 15.0, whichever is the larger. If the 
farm is a nondiversion farm in Area "A", enter 20.0 
in item ECc), 


Obtain the entry for item 1(d) from Section IV, item 
3(b) of NCR-114, unless the farm is a nondiversion 
farm, in which case enter 20.0. 


Obtain the entry for item l(e) from Section IV, item 
4(b) of NCR-114. 


Obtain the entry for item 2(a) from Section III, 


item 15(g) of NCR~114, 


Obtain the entry for item 2(b) from Section III, 
item 14(g) of NCR-114. 


If the farm is in Area "A", obtain the entry for item 
2(c) from Section III, item 1(g) of NCR-114, 


Obtain the entry for item 2(d) from Section III, 
item 13(¢) of NCR-114. 


Obtain the entry for item 2(e) from Section III, item 
16(¢) of NCR-114. 


Ww 


) 


a 


Co 


(13) 


(14) 


(15) 


(16) 


(17) 


(18) 


(2) 


Meke 


(2) 


~~ ww 


Obtain the Dede ey roi item 6 (a) from Section IV, 


item l(c) of NOR~114. 


Obtain the entry for item 6(b) from Section IV, 
item 2(c) of NCR-114, 


Obtain the entry for item 6(d) from Section IV, item 
3(c) of NOR-114. Wy 


Obtain the entries for items 8(a), 8(b), 8(c), 8(d), 
and 14(da) from Section II, column (d) of NCR-114, on 
the line opposite the name of the person for whom 
NCR-117 is being prepared, unless the farm is a share~ 
rented cotton farm or a sharecropper farm, in which 
event, make no entries in items 8 and 14. 


Obtain the entry for item 19(d) from Section II, column 
(a) of NCR-114 on the line opposite the name of the 
person for whom NCR-117 is being prepared, unless the 
farm is a share-rented cotton farm or a sharecropper 
farm, in which event, obtain such entry from Section 

II of NCR-114A on the last line in column (e), (g), (i), 
or (k), whichever is applicable. 


If the word "cotton" has been stricken from Section IV, 
item l(a) of NCR-114 and a name of a type of tobacco has 
been entered in lieu thereof, strike the word "cotton!" 
in the heading of Section II, column (a) of NCR-117 and 
enter in lieu thereof the name of such type of tobacco. 


Obtain entries for items l(a), 2(a), and 6(a) as set forth 


in items (2), (8), and (13) of this subparagraph c. 
entries in Section III as follows: 


Obtain the entry eo" ae Perron Section III, item 
21(g) of NCR-114. 


Obtain the entry for item 2 from Section IV, item 5(b) 
of NCR-114. . 


Obtain the entry for item 4 from Section III, item 26(¢) 


of NCR-114, 


entries in Section IV as follows: 


Obtain the entries for column (a) from Section VI, 


column (c) of NCR-114, 


Obtain the entries for column (b) from Section VI, 
column (d) of NCR-114. Care should be taken to enter 
data from the same line in columns (c) and (d) of 
Section VI of NCR-114 on the same line in columns (a) 
and (b) of Section IV of NCR-117. 


(3) 


ay Ne aes 


Enter in column (c) the rate of payment for each practice. 
Obtain such rates from Part IV, section 13 of NCR-B-101, 


ag Amehded. In the case of a dryland farm, if the 


number of @°soil-—building practice listed in subsection 
(a) or (b) of Section 13 of NCR-B-101, as Amended, is 


' preceded by the letter "all or the letter "b", as the 


case may be, the rates to be entered for such practice 
shall be the rates specified in paragraph 1, subparagraph 
nS of this Section I. 


epee the entry for item 8(d). from Section II, item 


192) of NCR-117. 


aertaein Section V as follows: 


‘If the farm ig a diversion nondryland farm, obtain 


entries for Section Vas follows: 


(a) Obtain the. entry for’ item l(a) from Section III, 
"2 item: 2 of NOR-I17. 


(b) Sapere the entry for item 4(a) from Section 
iit, item acta of NCR-114. 


(c) <Obtedz the’ entry for item 5(a) from Section VII, 
item ee of NCR-114. 


(a). Obtain the entry for item 6(a2) from Section VII, 
item 3: of NCR-114. © 

(e) Obtain the entry for item 7(a) from Section VII, 

~: 0! bten 1 of NOR-114. 


(f). Obtain the entry for item 10(e) from Section II, 
item 19(d) of NCR-117: 


(g) -Delete ‘columns (c) and (ay. 


If the farm is a diversion dryland farm, obtain 
entries ‘for Section V as follows: x 


(a) Add the entries in Section III, items 1 and 4 
: Of NCR-117 and enter in Section V, item 2(a) the 
result of such addition or the entry in Section 
pode 2 of NCR-117, whichever is the smaller. 


(b) Obtain oe entries for items 4(a), 5(a), 6(a), 


7(a) and LO(e) in the manner set forth in item (1) 
of this subparagraph for a diversion nondryland 
farm. 


(c), Obtain the. Abe for ian (2) from Section ‘Tt, 


item 36(¢) of NCR-114. 


- Pw 
(a) Delete colurins (b) and (a). 


(Boe TL the farm is a nondiversion farm, obtain entries 
for Section V as follows: Se Se 


(2) Obtain the entry for item 3(a) from Séction III, 
item 42(g¢) of NCR-114. eke 


-(b) Obtain the entries for items 4(a), 5(a), 6(a), 7a), 
» and-lO(e) in the manner set forth in item (1) of 
this subparagraph f, for a diversion nondryland farm. 


(c) Delete columns (b) and (eden bY. 
5 Meke entries in Section VI as follows: -' : 


(1) Enter in the Space provided therefor the sugar beet factor. 
The sugar beet factors for the: States in the North Central 
Region are’ set forth in paragraph 1 g of this Section I. 


(2) Obtain the entry for item 1 from Section III, item 9(g) 
of NCR-114, .- fs. Cavs 


(3) Obtain the entry for item 2 from Section Vite item 4 
Or NCR 124. pret 


(4) Obtain the entry for item 4 from Section VIly. item 5 of 
Papoose ‘- 


(5) Obtain the entry for item 6 from Section IV, item 7(c) 
Of NCR LA: umes o: 


(S) Obtain the entry for item 8 from Section II, column (c) of 
NCR-114 on the line opposite the name of the person for 
whom NCR-117 is being prepared, unless the farm is a 
sharecropper ‘farm, in which case enter in item 8 the entry 
for sugar beets in Section I, column (k) of NCR-114A on 
the line opposite the name of the person for whom NCR-117 
is being prepared. 


Upon completion of the entry work in connection with all Forms 
NCR-114 and NCR-114A in the lot, sign and enter the date in the 
spaces provided therefor in Section III, item 5 of NGR-119 ana 
release the Forms NCR-114, NCR-114A, NCR-114¢, NCR-116, NCR-117 
and NCR~119 to a review clerk. 


Il. Instructions to Review Clerks, 


Sip 


Determine that the correct forms have been prepared for all 
Forms NCR-114 and NCR-114A in the lot. 


. Verify the entry work on all Forms NCR-116 and NOR-117 in 


the lot following the instructions: to entry clerks contained 
herein. Use the first copy of NCR-116 or NCR-117 in verifying 


2) eee 


the entry work in order’ that poor cérbon impressions may be 
detected and made legible. If an error was made in trans- 
ferring any entry from NCR-114 or NCR-1214A to NCR-116 or 
NCR-117, note such error and -réfer the case to the person 
in charge who will make the correction. When a correction 


‘is made on an NCR-116, prepare and: attach RF+106 thereto. 


Enter in the spaces provided on such form the State and county 
code and serial number and the applicant's name. Enter a 
check mark (./) on RF-106 after each item in connection with 
which a correction was made on NCR-116.° When e correction 


is made:.on. an NCR-117, prepare atid attach RF-107 thereto. Enter on 


such form the State and county code and serial number, the name 
a the applicant, and the work’ sheet number.: Enter a check mark 

(/) on RF-107 after each item in RET ele es a correc- 
tion was madé-on NCRE17; : 


. After all’ réview work ‘has been: ‘completed; * *$ien and enter the 
date in the spaces provided therefor in’ Section III, item 6 


of NCR-119 arid reléase ‘the lot to thé person: designated to 
release LUE ENA 


III. Instructions for Release of “meaner eas 


ty 


After the entry work and review work have been completed in 
connection with all lots in a transmittal, the clerk designated 
by the person in charge of the Entry Unit shall separate Forms 


». NCR-116 and NCR-117 from Forms NCR-114, NCR-114A, and NCR-114¢. 


Detach the originals of all Forms NOR=114A and NCR-114C from the 
copies of such forms, Prepare a list of the work sheet numbers 


‘of such forms, in duplicate, and releasé the copy of such list 


and the originals of the Forms NCR-114A and NCR-114¢ to the 
General Accounting Preaudit Office. Obtain a receipt for such 


forms on the original list and forward such original list to 
‘the record clerk in the: Records Unit. 


Enter in the spaces provided in the last line in Section I 


‘of NCR-119 ‘the number of Forms NCR-116 and the number of 


Forms NCR~117 prepared for the “10% covered by such NCR-119. 


Prepare RF-103 for Forms NCR-114 and NCR-114A. Prepare such 


form in duplicate unless. there are suspensions in any lot, in 


which case} prepare such form in- triplicate. ‘Enter: in the 


upper right-hand corner’ the State and’ county code. Check the 


box marked "Summaries of Perforiance"! in the line’ beneath the 
title of the form. Enter’ the words "Statistics Section" in the 
space following the words "Release to" and enter the date in 

the second line beneath the title of the form, unless there are 
Suspensions in any lot, in which case enter the words "Statistics 
Section and Clearance: Unit" instead of the words.” "Statistics ‘@ 
Section", Enter in column (a) the lot numbers of the lots in 
the transmittal and in column (b) the number of Forms NCR-114 
in each lot which is being réleased to thé Statistics Section. 


Enter in column (c)° he number’ ‘Of susperieions , a any, and in 


i 


-~ 13 w 


columns (d) to (g), inclusive, the wort sheet numbers of such 
suspensions. 


Release the Forms NCR-114 and NCR-114A together with the first 
copy of RF-103, to the Statistics Section. Obtain the signature 
of a designated representative of the Statistics Section on the 
original of RF-103. If there are any suspensions, release such 
suspensions together with the second copy of RF-~103 to the 
Clearance Unit and obtain the signature of a representative of 
the Clearance Unit on the original of RF-103. Forward such 
Original RF-103 to the record clerk in the Records Unit. 


Prepare RF-103 in duplicate for the Forms NCR-116 and NCR-117 
which are to be released to the Computation Unit. Enter the 

State and county code in the upper rigov-hand corner. Check 

the box marked "Applications for Payment" in the line immediately 
beneath the title of the form. Enter the words "Computation Unit"! 
in the space following the words "Released to! and enter the date 
in the second line beneath the title of the form. Enter in column 
(2) the numbers of the lots containing the Forms NCR-114 and 
NCR~114A from which Forms NCR-116 and NCR-117 were prepared, and 
in colimn (b) the mumber of Forms NCR-116 and the number of Forms 
NCR-117 prepared in connection with each lot. 


Release the Forms NCR=116 and NCR-117 together with NCR-119 and 
the copy of RF-103 to the Computation Unit. Obtain the signature 
of a representative of the Computation Unit on the original of 
RF-103 and release such RF-103 to the record clerk in the Records 
Unit. 
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NCR-State 108 is hereby further amended as follows: 


1. Part II, section IX, paragraph 10 is amended to read as 
follows: 


10. 


If the signature of an applicant was printed, affixed 
by mark, or written in other than English script, 
determine that such Slenature has been witnessed by 
at least one verson whose signature is in English 
Script, in the original, and handwritten. 


20 Part VI, section II is amended by adding at the end thereof 
the following new paragraphs 6, 7, and 8. 


6» 


If a corrected Summary of performance or a request for 
correction of a summary of performance involving a 
change in basic data or a Change in name of an appli- 
cant is received from the county committee before an 
application for payment prepared from the original sum- 
mary of performance has been submitted to the General 
Accounting Preaudit Office, determine that there has 
been received fron the county committee a memorandum 
indicating the reasons for the proposed corrections. 
Obtain the original summary of performance and refer 

the original summary of performance and the corrected 
summary of performance, if any, together with the memoran- 
dum of explanation from the county committee, to the 
person in charge of the Application for Payment Section 
who shall initial such memorandum if the reasons for the 
proposed corrections are acceptable. If there is any 
question concerning the acceptability of the reasons 

for the correcti ons, the case shall be referred to the 
chairman of the State committce for approval. If it is 
deemed necessary, such cage shall be investigated by a 
representative of the State committee. If it is deter- 
mined that the reasons are not acceptable, the case 
shall be handled on the basis of the original data. In 
such cases the county committee shall be advised why the 
corrections may not be made. If it is determined that 
the reasons are acceptable, the case shall be handled 

on the basis of the corrected data. In such case, both 


e to waite | ocd : 
\ PYG eae raat tee, 
’ 3 y . a 
“ F PRS ! “4 
‘ « 
. oe fe: Ely. 
Os yee ay bet fy 
r eae 
- r ‘ 
, is 3 aie ts ri 
eee . ki ea, ir . . 
- é " , Pr Oe oa, . 
‘ Pk EA . r 4 mee aes, ie 5 .- 
. a ’ Pia Phas 4 Pe 
. ‘ es - , é 
’ Str Pees Cn ey es + xe . . 
ne 2 be ea ote ae es eee a , F 
ro . ue ee é : ca 
oo a ae se That i ’ 7b SRS A eS oa 
2 ae es Seca Lal i a te a = aaa Ee ae ee 
> = = F , 
we = ey a wy ON > ay 
4 ‘ ‘ . 
. io ay . ant - s . ut “ed 
’ . . L: 4 ia Se q . Bien 
. ‘ ~ ne : oe ae * neaeS v 
. . ey on a 7 Ly : om 
* - — ot ae « . wet eo. e af 
; x ‘ Sih © a ai et ans 
5 * % ' SN he te ree oo , Staak 
: Ge ; BM eve “Se bee : 
ae , fom noe a “ates co 
: . at ee os aes ak f. 
“. * ‘ ° oe ace A 
‘weet ee le oie “ le 13 4 
. ” . ie * . G 
. . . . a )¢ 
" 
Rae | fee ey ats re 7, ae ae F 


Pie 
ah 
¢ SEE 
“ . : 
ie ¢ 4s a gid fi ‘ . 
‘ Dah —tew 1 Wad se are 
: 25 LO ‘ arcu . we 
i ese : c ; ete 
‘ Rak me ey : fy ate ‘ 
r ’ . . . 
SF ts) ae? sone Wie ee: Sede 
Bi gee ; wes 
3 > . * z * bs  GyatetSe 
Oe ah es a, fe tenes 
Sia) fle Ee ‘ > saa 
Pe , ots Al 7 ath Paice | 
Ta heey WE ae 2 prige’s : Ms 9 aka 
5 as : 
5 Pere eR . £ . ‘ 
* 2 : Fi 
. ' 
. i 7 . 
ao © . 
. or Ps 


a Supplement Noi 
. a NCR-State 108 


a 
: 


2 to 
Issued February 7, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 7 7 p> (2 tc 
NORTH CENTRAL DIVISION r-'ONMARY 


Pee @ mz a — 
MECEIVED 


; po FEB 7eggaiee 
INSTRUCTIONS RELATIVE TO HANDLING 1937 Fs ho ee 
SUMMARIES OF PERFORMANCE AND 7) 


a ee a a Rete eee etn AS ies agepnenntatacepases pedicneseangt bapeeasendo 


FOR PAYMENT IN STATE APPLICATION FoR Phy- 
MENT SECTIONS IN THE NORTH CENTRAL REGHON enna 


NCR-State 108 is hereby further amended as follows: 


1. Part II, section IX, paragraph 10 is amended to read as 
follows: 


10. 


If the signature of an applicant was printed, affixed 
by mark, or written in other than English script, 
determine that such Signature has been witnessed by 
at least one verson whose Signature is in English 
script, in the original, and handwritten. 


2 Part VI, section II is amended by adding at the end thereof 
the following new paragraphs 6, 7, and 8. 


6. 


If a corrected summary of performance or a request for 
correction of a summary of performance involving a 
change in basic data or a Change in name of an appli- 
cant is received from the county committee before an 
application for payment prepared from the original sum- 
mary of performance has been submitted to the General 
Accounting Preaudit Office, determine that there has 
been received from the county committee a memorandum 
indicating the reasons for the proposed corrections. 
Obtain the original summary of performance and refer 

the original summary of performance and the corrected 
sunmary of performance, if any, together with the menoran- 
dum of explanation from the county committee, to the 
person in charge of the Application for Payment Section 
who shall initial such memorandum if the reasons for the 
proposed corrections are acceptable. If there is any 
question concerning the acceptability of the reasons 

for the correcti ons, the case shall be referred to the 
Chairman of the State committce for approval. If it is 
deemed necessary, such case shall be investigated by a 
representative of the State committec. If it is deter- 
mined that the reasons are not acceptable, the case 
shall be handled on the basis of the original data. In 
such cases the county committee shall be advised why the 
corrections may not be made. If it ig determined that 
the reasons are acceptable, the case shall be handled 

on the basis of the corrected data. In such case, both 


enna lash ~~ aKa ere tere 
A i 


oa mh . a0 : sai 
vi -, ie yaa 4 ? j al : 
oe mi ne: ; Sees 2d alent oe sake yey 
. AA 7 4 abe | IAs a , 

‘ - 


sy liga: 


we te we ey: asa Mensiceip > ; 


’ 
a 
aay} Lei is ion : BAe | é P ? ; ' fa 
a 4 mae aoe y i “ 4 * ss * * : i : 7 
‘ > - 3 $e Feu eh + f edd he em he D ‘a AY 
, é a4 ¥ peer asly oe pth Pade ee rg 
A ~ 4 ws Fee ay £3 " F une . 3 i hon wit Rod ; ‘ 
; Out ie ' ; 
PA ¥ Ay hem 
P . : i>! Ne 
i x THIET Oo: hs is 
A - ; . et 
pos ne ae oC ent me : a ; be t ) eee ‘ 
j ' ' “ 4 . <¥. Ge Pe Sere . ‘ow Hele! Poe f Js 
7" ‘ : Ane See ai oh . x a 
as y < > ‘, 
e ty otis . = 4 
ay hi ® ' iy v ey Pali PF ; a : 
i! - e 7 <. i ee we 
' $ : : a for): * 6 ; tr ky ie ' ous 
7 ; ‘a ‘ : ‘ a) ’ ‘ ie 
F ' ie ‘ a Ay hy eo bi ? j Pa) 
: . Teel Wek! ¢ ' 
fs’ Pim b) | 
: oe ° . . f » ice 
\ ‘ * Lae ‘ u y ‘ : wit ¢ 
‘ Bt : ( 7 le ‘ a of 
+ ray ly! 
‘ sty 
i ; 
in s be ; mn 
‘ 7 " r 4 bs 
, ~ sop La a) 
. ; - + } n =t ‘ { hal ‘ Le 4 
t= + . 
at r ‘ Fi 
; j ROE Ty Aa, ie 
7 a ' 7 Rhy cet LAS 
—_ i 
bs a ‘ 
~ - ¥ 
bg a ’ r ‘ on J \ 
: . 
ty ? oe te ti ‘ ¥ ; e 
dre é yy ‘ ie + rf ‘ 7 o 4) a4 
, é f 
ed ; ‘ ‘- bd 
vi c ‘ mates 7 + ty r. F 
= ‘ 4 
, ; i . ee. re , r > a 
=“) * re Ny 7 - - e2 + + 
A = a Xu * ' 
eyrrrs 2 : Pi 
+ f ty + . ' , /¥ 
ide . te J eye " 
fain Pt = + swe =e 
» Fi f + : ” oe : ’ <r 
“ ‘ (agit 
| : ’ ' ’ . f ‘ a 2 «ee. Ache 
7 ‘ i h f 
i ' J 
} ' ‘ A 7 . * * = : c ‘ . ie 
a é : rd -! “s 
. ad al iJ ‘ 2 } aw . { 
} © 4 + . & 
‘ ry 
ae at ey z F a at Eee fi 3 ety 
& i * ” ¢ = lle | i 
he ‘ + a + - ~~ “ee 
; : r A i 
e 40) t = < ~ Tok we , * 
2 : a‘ ie Aes q ‘ 
ey je R “ 5 r 
le . oe 
ee 3 ' a7, 2 j . 5 4 
. - yw 
‘ via 3 ‘ ‘ “i > : * 
‘ > 4 5 ‘ ? ‘i J «3 
, ya? e 
on rl J ; . 
4 piyy a ' ’ -, 4 P 
VA oh Vise , -~ n - ' 
. ? 


aie 
— 
: 
ra 
— | 
x 
. 
as 
# 
ae 
a 
44 
= 
; 
¥ 
: 
am 
: 


a 
q A P 
eae hy F olka Ua ort F 
wk “ naps % ad fad ’ ) 4 
a, os ~ hd = vA" “4 ’ : ‘ n : eee ; 
cm ‘ «e 7 NM t * oe) { ale’, eae ‘ £ 
hi Al ’ ; - Lg £ rp ae? te) Ve ive 4 i * 

a k ; atan r al : io od , 
25 ‘ ate> i ce ‘ ‘ ‘_ 
Pal* i . é ’ a ee | ’ i* ‘ 
: ¢ 44 4 4 7 ' a 

Bs i «'. : 4 > a 

> ; ‘ . ay the 

ap. < ’ . mow eet + 6 eee , , ; ; i 
i” «¢ ‘ “ 2 Or Oe D. Py «Wi A ‘ - 

: : é 7 -f ie eh 7 ; 
hata 3. aw. |? miepris “at . ay . 

b, 4 > = a de A e 
ae Reavy, “4s + “ 4 bal i Fe a 2? 
is 0 mh a es ee ae -_ ue |e he : a DA Ais p.s ; 
haa) Ae 5 ; ’ Bee 4 a eh 2 Laie) REE x by nec wry i’ kn by o 
y gry “at : a a RY P muy 64 ers p at tot v i pga te ‘var Md sat u er) | 

Vy aa ray i ‘ at pes dev yw hy) VE Ase / 
tes : Ree Rs Oh Ga RAL “te cael me el ih 
ee < , te 7 ee | 4! ' bart ee ae LAS Nee 
rh) a CULE CECE Tat meet amen Cree cot mile ‘ 
a Ri / yi, . rm : £ PRIEST SIGE, (gh rs eats vi ; x i) eS) 3 ie \ reer ‘ d a 
Ped. uy tt, ems TA. «5.95 Pat a ees ee ei ha EAS zh j a 
‘2 - rm Aa hc AM UL Ids “ne PO Msc DA Creer ere i 

fit wi.’ 2 Sho tre Vi ae Abe 
CCU oat fee Ce SM he Lye) re Jptanss., Ee bs) 


BA its ryetvie 92 
Se hi } bef Be eer, ate 

(te Yr xi apart BS oon Bic) a Pale nee thy a 
ce ‘Be : ; “bah Howse Tae er 2E be 7 a abe ica de Pen A blk sos toretainp <i 
Bee ae REARS + xi Sele oa hs ae . ee | Tre ‘s ¥ eo 
Bg) AM apr ae Ot wteh Bataan | 


te eoNe apt: 
Ly. a al ; E ‘ to { ; 
é j co wv 


FEE as 


the originel sumarz of performance as corrected and 
the corrected summary of performance, if any, shall 
be released to the Statistics Section. 


¢- If a corrected summary of performance or a request 
for correction of a summary of performance involving 
a change in basic data or a Change in name of an 
applicant is received from the county committee after 
ean application for payment prepared from the original 
summary of performance has been submitted to the 
General Accounting Preanudit Office, the General Account- 
ing Preaudit Office shall be requested to suspend such 
application for payment if a check has not deen issued. 
Thereafter, the case shall be handled in the manner 
set forth in Section II, paragraph 6 of this Part VI. 
If a corrected application for payment is prepared, 
both the original apvlication for peyment and the 
corrected application for payment shall be returned 
to the General Accounting Preaudit Offics, accompanied 
by an answer to the preaudit difference statement which 
shall fully emplain the corrections which have been made. 


8. If a corrected summary of performance or a request that 
corrections be made on a summary of performance involv- 
ing a change in basic data ora change in name of an 
applicant is received from the county committee after 
a check has been issued under an epplication for payment 
prepared from the original summary of performance, the 
case shall be handled in the manner set forth in 
NCR-State 108, Part VIb. 


3+« Part Vila, section I, paragraph I is amended by substituting 
the word "thereafter" for the word "therefore" in the fifth 
line of such paragraph. 


4. Part Vila, section VIII, paragraph B, subparagraph 2, item b(8) 
is amended to read as follows: 


(8) Forward the original and three copies of AD-42 to 
the North Central Division and retain the other 
copy in the State office files. 


Do. Part Via, Section IX, varagraph A, subparagraph 3 is amended 
by substituting the figures "1935" for the figures "1937" 
in the first line of such paragraph. 
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SUMMARIES OF PERFORMANCE AND APPLICATIONS fee. 


jemglteancess 


FOR PAYMENT IN STATE APPLICATION #0 
MENT SECTIONS IN THE NORTH CENTRAL REGION 


terest ease, 


a re eee 


NCR-State 108, ag amended, is hereby further amended as follows; 


Part II, Section VI is amended by renumbering paragraphs 
6, 7, and 8 to read 9, 10, and 11, and edding the fol- 
lowing new paragraphs 6, 7, and 8, 


6. 


Determine that the Sum of the entries in items 
6(a) and 7(a) equals the entry in Section III, 
item 26(2) of NGR-114, 


Determine that the sum of the entries in items 
6(b) and 7(b) equals the entry in Section III, 
item 27(g) of NOR-114, 


Determine that the sum of tne entries in items 
6(c) and 7(c) equals the sum of the entries 

for failed seedings of new conserving crops 

in Section III, items 29(z) and 50(g) of NCR~114, 


Part VI, Section II, paregraph 6 is emended to read as follows; 


If @ memorandum requesting correction of a summary of 
performance is received before an application for 
beyment prenpered from guch summery of performance hag 
been released to the General Accounting Preaudit 
Office, obtain the original summary of performance 
and refer such original summary of performance, 
together with the memorandum from the county office 
end the corrected summary of performance if one was 
submitted with the memorandum, to the person in 
charge of the Application for Payment Section or 
another person designated by him, who shall initial 
the memorandum if the Proposed correction igs acceptable, 
If there is any doubt as to the acceptability of the 
correction, the county committee shell be requested 
to furnish e full statement of the facts of the case 
in substantiation of the correction. If it is deemed 
necessery, the case shell be investigated by a repre— 
sentative of the State committee. If the correction 
is acceptable, the application for payment prepared 
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from the original summary of performance shall be marked 
"void" and filed in the State office and a new applica- 
tion for payment shall be prepared on the basis of the 
corrected data end handled in the regular manner. In 
such case, the original summary of performence and the 
memorandum requesting the correction shall be released 
to the Statistics Section, together with the corrected 
Summary of performance, if any. If tho correction is 
not acceptable, the county committee shall be so ad~ 
vised and the case shall be handled on the basis of the 
Original data. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATIQ} 
NORTH CHNTRAL DIVISION. 
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9, Department of Fo" 
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INSTRUCTIONS RELATIVES TO HANDLING 193 
SUMMARIHS OF PERFORMANCH AND APPLICAT ols 
FOR PAYMENT IN STATE APPLICATION FOR “iy Mie ie 
MENT SECTICNS IN THE NORTH CENTRAL Ri — 


NCR-State 108, Part VIa is hereby amended es follows: 


es 


Section I, subsection B (page 2) is hereby emended by 
deleting paragrapn 7 thereof and by remambering paragraphs 
Boone, 2tl. heme Mee, -borreade fy re 9 peLO, “andL), 
respectively, and by adding the followimg new paragraph le. 


12. AAA-372 means the form entitled "Producer's Request 
for Set-Off". This form is used by an applicant to 
authorize a set-off of part or all of his payments 
to liquidate nis indebtedness to the United States 
Govermnent.. 


Section I, subsection 0 (page 2) is amended to read as 
follows: 


C. BASIC DATA OR MAKING SST-O¥FS. 


The besic deta for making set-offs shall be 
obtained from the Register of Indebtedness and from 
the Forms AAA~37e on file in the State office. The 
Register of Indebtedness shall be kept current at all 
times so as to reflect accurately the status of all 
eases involving indeotedness to the United States 
Government. The original Register of Indebtedness 
shows the status of the indebtedness of various debtors 
as of November 20, 1937, Periodicelly, the Comptroller 
will transmit to cach Stats office, Forms C-1110, 
Supplement A, containing data which are to be used in 
supplementing or correcting the Register of Indebtedness. 
Aliso from time to time there will be received in the 
Stete office Forms AAA-372 requesting that set-offs be 
mace from peyments due applicants. ‘The date shown on 
C-1110, Supplement A end the data shown on AAA-372 
shall be entered on the Register of Indebtedness upon 
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the date of receipt of such forms. The names of new 
debtors shall be entered on the Register of Indebtedness 
alphabetically by counties, so as to facilitate checking. 
Any indebtedness to ths A.A.A. will be set off witnout 
regard to AAA-372. Thus, in cases where the data on 
AAA-372 indicates that the applicant is indebted to the 
A.A.A. and the name of such applicant hes elready been 
listed on the Register of Indebtedness, no consideration 
need be given to AAA-372 insoter aes the indebtedness to 
the A.A.A. is concerned. However, if an applicant 
submits AAA-372 showing thet he is indebted to the A.A.A. 
and:if his rneme is not on the Register of Indebtedness, 
investigation sh2ll be mede to determine whether the 
applicant is indebted. When the data from AAL-372 has 
been entered on the Register of Indebtedness, indicate 
thereon opposite the name of the debtor, "AAA-372" end 
indicate the agency cr Department to whom the epplicant 
is indebted; for cxsuplcs, "FSA" or "FCA", etc. 


In addition to the foregoing corrections and 
supplements to the Register of Indebtedness, there shall 
be entered thereon data pertaining to any indebtedness 


under the 1936 and 1937 Agricultural Conservation Programs 
ond the 1935 Cotton Price Adjustuwent Progrem. 


Since the Register of Indebtedness and the supvle- 
ments thereto aro certified by the Comptroller, it may 
be assumed thet the date thercon are correct. If there 
is evidence tending to show that the data are incorrect, 
the matter snall be referred to the Director of the North 
Central Division for dotermination. Forms ACP-30 shall 
not be used in connection with set-offs under the 1937 
Agricultural Conservation Program. Forms FSA-RR-172 
will no longer be used. 


Section I, subsection E (wage 3) is amended by adding et the 
end thereof the following; 


The foregoing order of priority shall be effective 
notwithstanding that the applicant may have indicated a 
different order of priority on the AAA-372 which he executed. 


Section I, subsection H (page 6) is amended eas follows: 


& Paragraph 1 is amended by adding at the end thereof the 
following now paragraph d. 


d. If the set-off in favor of the FSA is made pursuant 
to AAA-372, or when a sct-off is made because of an 
overpayment under the 1936 Agricultural Conservation 


NY 


‘se Tew hie) i? i Q AE Die eatin ae why i. 
‘ 4 . a ‘yh a 
} aie “pati fe oR dao sd ny . ; 
. at hy 
$C Me dt CBs ie 
ia 
he Thence es, wiatl 
ital. wh ts prereient St seit oe 43 BBY 4 
; Reaeean bents Le) eat i 


nS eee 


F ¢ ad hg y ¢ ai Sir 
MAP aur? 
i. & | , q 


WAS pasa De shen 


ra, cites 2 (UE OR te eR ak keh ae cub 
“~ Apis oo ni pibeety ibe ie Ie A il bi ashi 


¥ 


I 
cA 
l 


Program, or the Cotton Price Adjustment Program, 
correct the Register of Indebtedness upon receiot of 
en executed copy of Form 1096 from the Disbursing 
Office, In all other cases (exceot those set forth 
in paregrpah 2 hereof) correct the Register of 
Indebtedness only when such correction is shown on 
C-1110, Supplement A. 


b. Paragrpeh 2, subperagraph b (page 6) is amended to read 
as follows: 


b. Upon receipt of an executed copy of ACP-25 from 
the Generel Accounting Preaudit Office make the 
hecessary adjustment on the Register of Indobtedness. 
If the set-off is mede pursuent to the applicant's 
request on AAA~372, the name of the debtor ghall be 
deleted from the Register of Indebtedness. If the 
set-off is meade pursuant to the Comptroller's request 
on the Register of Indebtedness or supplements thereto, 
the "Amount Duc! coluun shail pe reduced by the amount 
woich is to be set off. Delete the name of the 
debtor from the Register of Indebtedness if the amount 
Set off is equal to the amount of his indebtedness 
as shown in the "Amount Due" column of the Register 
of Indebtedness. The "Amount Due! column will be 
presumed to be principal end interest unless there ig 
2 stamp on the Register of Indebtedness indicating 
that intcrest is not included. 


5. Section III, subsection A, (page 18) is emended to read as 
follows: 


A. If the set-off is made pursuant to the epplicent's request 


on AAA-372 prepare Form 1096 in decuple (original and 9 
copies) but if the set-off is made pursuant to the 


6. Section III, subsection D (page 18) is amended to read os 
follows; 
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De. Enter in the last column of Form 1096 the notation 
"PSA Case No. sss", as shown on AAA-372 or 
C-1110, Supplement A. If the case number is not 
available enter "FSA Set-Off!, The neme of the 
disbursing officer and the disbursing officer's 
voucher number need not be shown in such cases. 


section VII, suodsection B (page 23) is amended by inserting 
@ period in lieu of the comma after the letters A.A.A. and 
by deleting therefrom the phrase "and FSA-RR-172 shall be 
attached theretol, . 

section IX, subsection B, paragraph 5 (page 30) is amended 
to read as follows: 


oO. If the set-off is made pursuant to a request on AAA-372, 
attach AAA-372 to the application for payment to which 
it pertains when suci spplication for payment is for~ 
warded to the General Accounting Prenudit Office. 


Section IX, subsection © (page 30 
the namber of prragrea t 


ls amended by changing 
0 5 
following nev paragrap 


h 3 and by adding the 


oe If a set-off is made pursuant to a requost on AAA-372, 
ettach AAA-372 to the application for payment to which 
it pertains wnen such application for payment is for- 
warded to the General Accounting Preaudit Office. 
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Supplement No. 5 to 


NCR-State 108 ) Issued April 29, 1938, 
UNITED STATES DEPARTMENT OF acRicuLTURE] ) | °c“ 
AGRICULTURAL ADJUSTMENT ADMINISTRATION! ~ Seman 
NORTH CENTRAL DIVISION, ! RECEIVED 
Lier rb ne 
INSTRUCTIONS RELATIVE TO HANDLING 1937) 1938 x 


SUMMARIES OF PERFORMANCE AND APPLICATIONS: 8 Departinent of Aerieultare 
FOR PAYMENT IN STLTE “PPLIC/.TION FOR Pip 
MENT SECTIONS IN THE NORTH CENTRAL REGHQMQ------~--------0 


NCR-State 108 is hersby amended as follows: 
PLRT II, Section IX, paragraph 14 is amended to rend as follows: 


14, Determine that a properly executed NCR-126 is 
attached te each NCR-116 or NCR=117 covering 
a diversion farm with respect to which the 
generel soil-depleting base is less than 20 
acres and with respect to which no cotton or 
final tobacco soil-deplcting bases were 
established.  Ificertification No, 1 of 
NCR-126 has been executed and such NCR-126 has 
been attached to an NCR=116, determine that 
the NCR-116 is that of the landlord of the 
farm covered by the NCR-116. If the land- 
lord's share of the payment as shown on such 


NCR-116 is 66- 2/3 ga datice or greater, attach 
to the NCR-116 a statement signed by a 


certifying eran to the effect thet the 
NCR-116 is that of the landlord of the farm 
covered by the NCR-116 and that the share of 
the payment shown thereon agrees with the 
share of the payment shown on the corresponding 
NCR-114. If certification No. 3 of NCR-126 
has been executed, determine that the share of 
the payment as shown on the NCR-117 to which 
such NCR-126 is attached is 100 percent, Only 
one certification on NCR-126 should have been 
signed and such certification should heave been 
Signed by the same committeemean who signed in 
Section VIII of NCR-116 or in Section XIII of 
NCR-117B. 
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Issued May 13:, 1938. 


UNITED STATES DEPARTMENT oF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 
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INSTRUCTIONS RELATIVE TO HANDLING 1937 YUE Pigs | 
SUMMARIES OF PERFORMANCE AND APPLICATIONS: Devrnaeat of Agreulture 
FOR PAYMENT IN STATE APPLICATION FOR PAY- 

MENT. SECTIONS IN THE NORTH CENTRAL REGIQ\Y-—--———-————~—-—~—--~ 


NCR-State 108 is hereby further amended as follows; 


1. Part VIb, Section V, subsection C is amended dy adding the 
following new paragraph 4; 


4. Payee Deceased or Inconpetent.--If a check is returned 
because the payee is deceased or has been declared 
incompetent by a court of competent jurisdiction, 
authorize the cancelatirn cf such check by use of Forn 
1044 if the check is held in the Disbursing Office or 
by use of Form AAA-375 if the check is held in the General 
Accounting Office. Indicate the action taken on Form 16644, 


8. Part VIb, Section VIII, subsection D, paragraph 2, iten m 
is amended to read as follows; 


Mi. Enter in the fourth column the words "payee not entitled" 
in all cases except where the check is being canceled due 
to the death or incompetency of the payee. If the check 
is being canceled due to the death or incompetency of the 
payee, enter the words "Payee deceased" or the words "Payee 
incompetent", as the case may be. 


3. Part VIb, Section VIII, subsection BE, paragraph 2, item f 
is amended to read as follows: 


f. Enter in the blank Space in the second paragraph the words 
"is not entitled to the proceeds of such check" in all 
| cases except where the check is being canceled due to the 
death or incompetency of the payee. If the check is being 
canceled due to the death or incompetency of the payee, 
enter the words "is deceased" or the words "has been declared 
incompetent", as the case may be, 


+» Part VIb is amended by adding the following new Section IX: 
IX, DEATH OR INCOMPETENCY , 
A, Examination of Claim If in the examination of a 
claim it is found that it cannot be approved, address 


a letter to the county committee setting forth the 
reason for disapproval and where possible suggest 


" 
- go - 


what corrections or additional information will be 
‘required before further consideration may be given 
to the claim. If Form 1055 was not submitted in 
duplicate, a copy thereof should be prepared for 
the Application for Payment Section files. 


1. 


ee 


Claim vy Executor, Administrator, Guardian, or 


Committee. 


Ae 


dv. 


Determine that the claim is submitted by the 
representative of the estate on Form 1055. ie ; 


‘Determine that paragraphs 1, 2, 3, 4, 5, and 
6(j), when applicable, of Form 1055. have been 
properly executed. Subparagraphs (a) to (i), 
inclusive, of paragraph 6, the affidavit 
of corroborating witnesses and.the certificate 
of thc notary public need not be. executed 
in cases where the date of death or declaration 
of incompetency and domicile are shown in the 
letters of authority. 
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Determine thet the representative of the estate 
has signed in the space provided for the signa- 
ture of the applicant following paragraph 6(j). 


Determine that Form 1055 is supported by a short 
form certificate or a certified cdopy-.of the 
letters of authority of the representative of 
the estate who has filed the claim. In those 
cases where the order of appointment was made 
more than one year prior to the date when the 
voucher will be presented to the General Ac- 
counting Preaudit Office, such order must be 
supported by a certified statement over the 
Signature of the judge or the clerk of the 
court whith issued such letters to the effect 
that the Letters of authority are still in full 
force and effect. ? 


Claims by Heirs or Creditors in Cases Where There 
Is No Administration of Decedent's Estate. 


Ae 
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Determine that the claim is subnitted on Forn 
1055 and that such form has been completely 
executed, except for paragraph 5, to show the 
following facts: 


(1) That the amount of the Governnent check 
does not exceed $500.00. |: 


tale age 


(2) That the funeral expenses of the decedent 
have been paid or that a waiver of claim 
from the undertaker has been furnished. 

In the event Section 6 of Form 1055 

indicates that the funeral expenses were 
paid by someone other than the claimant 

and were not paid from funds belonging 

to the estate or the decedent, determine 
that a waiver of claim from the person 

who did pay such expenses has been furnished. 


(3) That the affidavit of two corroborating 
witnesses and the certificate of the notary 
public have been executed. 


(4) That the claimant is the person entitled to 
the proceeds of the Government check under 
the laws of descent and distribution in the 
State in which the Gecedent had his domicile 
at the time of death as indicated in paragraph 
1 of Form 1055. (See brief of State laws 
relating to descent and distribution.) In 
the event the decedent was domiciled at the 
time of his death in a State for which a 
brief of the laws of descent and distribution 
are not on file in the State office, Form 
1055 should be transmitted to the Director 
of the North Central Division with a request 
that the State office be notified whether the 
claimant is entitled to the proceeds of such 
check, 


If several persons are shown in paragraph 6 of 
Form 1055 to be entitled to a share of the 
decedent's estate, payment may be certified only 
to such persons listed therein who signed Form 
1055 and only in the amount of such person's 
share unless Form 1055 is accompanied by a 
waiver from the other heirs of the estate, authoriz- 
ing the entire payment to be made to the person 
Signing Form 1055. If Form 1055 is signed by an 
agent of an heir and a properly executed power of 
attorney is attached payment may be certified in 
the name oz the heir. 


Determine that the age of the claimant is shown 
on Form 1055. If a waiver of claim is submitted 
by a person who otherwise would have shared in 
the payment, determine that such person is of 
legal age. (See brief of State laws relating 

to legal age.) 


C. 
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d. If claim is made fer a person who is not 02 
legal age, determine that letters of guardian- 
ship have been submitted with Form 1086. ox “thas 
a statement has been submitted in the form of 
an affidavit by a person acquainted with the 
minor to the effect that such minor is accustoned 
to the payment and receipt of nonies and that 
he is competent to receive the proceeds of such 
check or that a statement has deen submitted 
in the form of an affidavit by a person showing 
that such ninor is in his care, custody, or control; 
his relationship to such minor; and that the 
proceeds of such check will be used for the 
naintenance and support of the minor. 


Disposition of Check. Determine that the check issued 

to the deceased or incompetent payee under the original 
application for payment has been canceled. Evidence 

of the cancelation of a check may be in the form of 

(1) an executed copy of Form 1044 returned from the 
Disbursing Office; (2) an executed copy of AAA-375 returned 
from the General Accounting Office; or (3) an executed 

ecpy of a memorandun returned from the Chief of the 

Records Division of the General Accounting Office showing 
the cancelation of such check. 


Preparation of Vouchers. If the claim submitted on Form 
1055 is found to be regular and the original check has 
been canceled, schedvle the amount claimed not in excess 
of the amount due in the regular manner, except that 

each case shall be scheduled on a separate voucher. 

Where there is more than one person entitled to share 

in the estate of the decedent, separate payments shall 

be certified to each claimant entitled to share in the 
estate in the amount of each such person's respective share. 
If the claimant in whose favor payment is being certified 
is an heir or a creditor of an estate, the payment should 
be certified to him in his individual capacity. For 
example, if payment is being certified in favor of John 
Jones who is an heir of the John Doe Estate, his name 
should be listed on the voucher as John Jones and no 
reference need be made to the fact that he is an heir 

of the John Doe Estate. If the claimant in whose favor 
payment is being certified is a representative of an 
estate, the payment should be certified in favor of such 
representative in his representative capacity. For 
example, if payment is being certified in favor of John 
Jones who is administrator of the John Doe Estate, his 
name should be listed on the voucher as John Jones, 
administrator of the estate of John Doe. If the claimant 
is claiming as a widow or heir and as custodian of minor 
children of the decedent, payment should be certified to 


D. 
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"Mary Doe for herself and as custodian of James and 
Margaret Doe, minor children of John Doe, deceased," 

If there are nore than two minor children, paynent should 
be certified to "Mary Doe for herself and as custodian 

of the minor children of John Doe, deceased." If the 
clainant is a minor who has been emancipated, that is; 

there is presented an affidavit that the minor is capable 

of handling his own business affairs and has done SO, pay- 
ment should be certified to him in his individual capacity." 


Certification of Adjustment Payment. Prepare a 
menorandum to the Chief of Party of the General 
Accounting Preaudit Office on Form NCR-128 ana 

transmit such memorandum,’ together with the original 

of Forry 1055 and related documents and the vouchers 
prepared in connection therewith, to the General 
Accounting Preaudit Office. File the copy of Forn 

1055 in the Application for Payment Section File, 

In the event the original check was canceled by the 
General Accounting Office, pursuant to a request on 
Form AAA-375, prepare a true copy of Form AAA-375 

from the copy of such form which was returned by the 
Records Division of the General Accounting Office 

and attach the copy of such form which was returned 

by the General Accounting Office showing that the check 
has been canceled to Form 1955. The true copy of 

Form AAA-~375 should be retained in the State office 

in lieu of the copy of such form which was returned 
by the Records Division of the General Accounting Office. 


Words and Phrases. The following are brief explanations 


ee 


of various terms used in connection with death and 
incompetency cases. 


1. Testate: Deceased leaving a will. 
&. Intestate: Deceased not leaving a will. 


3. Letters Testamentary: Court order appointing an 
executor to carry out the terms of a will. 


4. Letters of Administration: Court order appointing 


nr 


an administrator to distribute an estate under 
State law. 


5. Short form Certificate: Short certificate issued 


by a court certifying that letters testamentary 
or letters of administration have been issued, 


6. Executor; Person appointed by a court to settle 
the estate of a decedent in accordance with a will. 


7. Administrator: Person appointed by a court to 
settle the estate of a decedent in accordance 
with State law, usually in absence of a will. 


- a 
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8. Guardian; Person appointed by a court for the 
care of the person or property of another as in 
the case of a lunatic or infant. 


9. Committee: Same as guardian. 


10. Descendants: Children, grandchildren, great- 
' grandchildren of decedent, . 
11. Custodian: Person who has not been appointed 
guardian but who has actual physical custody 
of a minor, and has charge of the minor's 
business affairs. Usually a parent or near rela- 
tive of minor. 


12. Minor; Person who has not reached the age at which 


State law declares him competent to handle all 
business affairs. 


Logakine Kindred: Blood relation or’relations. For 
example, the brother of decedent's father is kin, 
whereas the wife of such brother is not kin. 


14. Brothers and sisters of the whole blood: Brothers 
and sisters having both parents in common. 


15. Brothers and sisters of the half blood: Brothers 
and sisters having but one parent in common. 


16. Power of Attorney; Instrument authorizing one 
person to transact business for and execute the 
Signature of another. Note that in power of 
attorney cases payment should be scheduled to 
the principal and not to the designated fiduciary. 


17. Waiver: Instrument by which a person definitely 
and clearly renounces or gives up his right in 
and to the proceeds of the check. Note that in 
waiver cases payment should be scheduled to the 
person in whose favor the waiver was executed 
and not to the person who executed the waiver. 


18. Trust Agreement: Instrument by which one or 
more persons designate another to receive the 
payment in his own name. Note that in trust 
cases payment should be scheduled to the trustee 
as such. 


F. Brief of State laws for Use in Settlement of Deceased 
and Incompetent Cases. 


en ad 


Brief of laws relating to descent and distribution.-- 
any cases involving childten who are adopted, 
illigitimate or of the half blood, should be sub- 
mitted to the Director of the North Central Division 
for appropriate action. 


a Illinois. The decedent's personal property 
is to be distributed as follows; 


(1) If spouse survives: 


(a) If there are no living children of 
decedent, descendants of deceased 
children of decedent, parent or parents, 
brothers or sisters, or descendants of 
deceased brothers or sisters, spouse 
takes entire estate. 


(>) If there are living children of decedent, 
or living descendants of deceased 
children of decedent, spouse takes one- 
third of the estate. 


(c) The remainder of the estate, or all the 
estate if no spouse survives, is to be 
Gistributed as follows: 


(a-l) If there are living children of decedent, 

ae living descendants of deceased children of 

ecedent;: 

(b-1) If all children are living, or if some 
are living and some are deceased but 
leaving no living descendants, living 
children take equal shares. 


(b-2) If there are living descendants of de- 
ceased children; 


(c-1) Divide estate into equal shares 
for all living children of de- 
cedent’ and all children de- 
ceased but with living descend- 
ants. (Sec. (C-2) (Do not in- 
clude children who are deceased 
without leaving living descend- 
ants.) Living children take such 
shares. 


(c-2) Grandchildren (children of de- 
ceased child of decedent) divide 
equally among them the share of 
their deceased parent. 


(d-1) If any such grandchildren are 
. . deceaséd, leaving children, such 
children divide equally among 
them the share such deceased 
grandchild would have received. 


(a-2) If no children of decedent, or descendants of deceased 
children of decedent survive: 


(b-1) If there are living parents or parent, living 
brothers or sisters, or living descendants 
of deceased brothers or sisters of the decedent: 


{c-1) If both parents and all brothers and 
sisters are living, or if some brothers 
‘and sisters are living and some are 
deceased leaving no living descendants, 
the living parents and/or living brothers 
and sisters take equal shares. 


(b-2) If only one parent and all the brothers and 
sisters are living, or there are no living 
descendants of deceased brothers and sisters 


(c-1) Divide estate into equal shares for 
living parent, deceased parent and 
all living brothers and sisters. 
Living parent takes two shares and 
living brothers and sisters take 
one share each, 


(b-3) If there are living descendants of deceased 
brothers and sisters, 


(c-1) Divide estate into equal shares for 
both parents, all living brothers and 
Sisters, and all deceased brothers and 
sisters who leave living descendants. 
See (d-1) (Do not include brothers and 
Sisters who are deceased without leaving 
living descendants.) Parents take one 
share each (if one parent is deceased sur- 
viving parent takes two shares), and 
living brothers and sisters take one 
share each. 


(d-1) Nephews and nieces (children of 
a deceased brother or sister) 
divide equally among them the 
share of their parent. 


(2) If none of the above kindred survive, the claim should de sub- 
mitted to the Director of the North Central Division for appro- 
priate action. 
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Indiana. The personal property of the decedent's estate is to be 


cistributed as follows: 
(1) If spouse survives: 


(a) If there are no living children of decedent, living descend- 
ants of deceased children of decedent, or parents or parent, 
spouse takes the entire estate. 


(b) If there are no living childdren ‘of decedent, or living 
descendants of deceased children of decedent, and the real 
ana personal estate does not exceed $1,000, spouse takes the 
entire estate. 


(c) If there are no living children of decedent, or living 
descendants of deceased children of decedent, and the real 
and personal estate cxceeds $1,090: 


(a-l1) If there are living parents or parent: 


(b-1).’ If both parents are living, spouse takes 
three~fourtns of the estate and one-fourth 
passes in equal shares to the parents. 


(b-2) If only one parent is living, spouse takes 
three-fourths of the estate and one=fourth 
passes. to the stirviving parent. 


(d) If there ere more than tivo living children of decedent, or two 
living children and living @escen@ants of one or more deceased 
children of decedent, or living descendants of two deceased 
children and one or more living children, or living descendants 
of more than two deceased children of decedent, spouse takes 
one-third of the estate. 


(e) If there are not more than two living children of decedent, 
or not more than one living child and living descendants of 
one deceased child of decedent, or living descendants of not 
more than two deceased children of decedent; 


(a-1) If all children are living, or if some are living 
and some are deceased but leaving no living descendants 
spouse and living children take equal shares. 


(a-2) If there are living descendants of deceased children: 


(b-1) Divide estate into equal shares for spouse, 
all living children, and all children deceased 
but with living descendants. (See (c-1). Do 
not include children who are deceased without 
leaving living descendants.) Spouse and living 
children take such shares. 
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(ec-1) Grandchildren (children of deceased child 
of decedent) divide cqually among them 
the share of their deceased parent, ex- 
cept that if there are no living children 
of the decedent and grandchildren take 
the estate, such grandchildren take equal 
shares without regard to the shares of 
their parents. 


(d-1) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among 
them the share such deceased 
grandchild would have received, 
except that if there are no living 
children of the decedent and no 
living grandchildren of the deceden 
and great-grandchildren take the 
estate, such great-grandchildren 
take equal shares without regard to 
the shares of their deceased parent. 


The remainder of the estate, or all of the estate if no spouse sur- 
vives, is to be distributed as follows: 


(a) If there are living children of decedent, or living descendants 
of deceased children of decedent: 


(a-1) If all children are living, or if some are living and 
some are deceased but leaving no living dcescendants, 
living children take equal shares. 


(a-2) If there are living descendants of deceased children} 


(b-1) Divide estate into equal shares for all living 
children and all children decéased but with 
living descendants. (See (b-2). ./Do not include 
childteniwho are deceased without leaving living 
descendants). Living children take such shares. 


~(b-2) Grandchildren and great-grandchildren take as 
provided under Section (1), (da), supra. 


(b) If there are no living children of decedent, or living 
descendants of deceased children of decedent: 


(a-l) -If there are living parents or parent, and no living 
brothers or sisters or living descendants of deceased 
‘brothers and sisters: 


(b-1) If both parents are living, the estate is divided 
equally between them. 


~ 
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(b-2) If only one parent is living, such parent takes 
the entire estate. ; 


(c) If no children of decedent, descendants of deceased children 
of decedent, or parent or parents survive: 


(a-1) If there are living brothers or sisters, or living 
descendants of deceased brothers or sisters: 


¢h-1) If all brothers and sisters are LIN Ne? Ore 
some are living and some are deceased but leaving 
no living descendants, living brothers and sisters 
take equal shares. 


(b-2) If there are living descendants of deceased 
brothers and sisters: 


(c-1) Divide estate into equal shares for all 
living brothers and sisters, and all de- 
ceased brothers and sisters who leave 
living descendants. (See (d-1), ‘Do not 
include brothers and sisters who are 
deceased without leaving living descendants.) 
Living brothers and sisters take such 
shares, 


(d~1) Nephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent. 


(d) If there are living brothers or sisters, or living descendants 
of deceased brothers or sisters and living parents or parent, 
the estate is divided into two equal portions. 


(a-1) One portion is divided equally between the decedent's 
parents, if both are living, and if one be deceased, 
such surviving parent takes the entire portion. 


(a-2) Living brothers and sisters and living descendants 
of deceased brothers and sisters share the remaining 
one-half portion in the same manner as provided under 
Section (2), (c), supra. 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division, for consideration. 


lowa. The personal estate of the decedent is to be distributed as follows: 
(1) If spouse survives: 
(a) If there are living children of decedent, or living descendants 


of deceased children of decedent, spouse takes one-third of 
the estate, 


-l2 - . 


(b) If none of the above descendants survive, spouse takes the 
entire estate up to $7,500 and one-half of the excess. 


(2) The remainder of the estate, or all the estate if no spouse survives, 
is to be distributed as follows: 


(a) If there are living children of decedent or living descendants 
of deceased children of decedent: 


(a-1) If all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares. 


(a-2) If there are living descendants of deceased children: 


(b-1) Divide estate into equal shares for all living 
children and all children deceased but with 
living descendants. (See (c-1l). “Do not include 
children who are deceased without leaving living 
descendants.) Living children take such shares. 


(c-1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
share of their deceased parent. 


(d-1) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
would have received. 


(bo) If no children or descendants of deceased children survive: 
(a-~1) If there are living parents or parent of the decedent: 


(b-1) If both parents are living, the estate is divided 
equally between them. 


(b-2) If only one parent is living, such parent takes 
the entire estate. 


(c) If no children, descendants of deceased children, or parent or 
parents survive: 


(a~l) If there are living brothers or sisters, or living 
descendants of deceased brothers or sisters: 


(b~1) If all brothers and sisters are living, or if 
some are living and some are deceased but leaving 
no living descendants, living brothers and 
sisters take equal shares. 
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(b-2) If there are living descendants of deceased 
brothers and sisters: 


(c-1) Divide estate into equal shares for all 
living brothers and sisters, and all de- 
ceased brothers and sisters who leave 
living descendants. (See (d-1), ‘Do not. 
include brothers and sisters who are 
-deceased without leaving living descend- 
ants.) Living brothers and sisters take 
‘such shares. 


(d-1) Nephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent. 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate 
action, 


d. Michigan. The decedent's personal estate is to be distributed as 
follows: 


(1) If spouse survives: 


(a) If there is only one living child of decedent, or descendants 
of only one deceased child of decedent, spouse takes one-half 
of the estate. 


(bd) If more than one child of decedent, or one child and descend- 
ants of one or more deceased children of decedent, or descend- 
ants of more than one deceased child of decedent survive, 
spouse takes one-third of the estate. 


(c) If there are no living children, or living descendants of 
deceased children, but parent or parents, brothers or sis- 
ters,.or descendants of deceased brothers or sisters sur- 
vive, a surviving husband takes one-half of the estate and 
a surviving widow takes all of the estate up to $3,000 plus 
one-half of the excess. 


(d) If none of the foregoing relatives survive, spouse takes 
the entire estate. 


(2) The remainder of the estate, or all the estate if no spouse survives, 
is to be distributed as follows: 


(a) If there are living children of decedent or living descendants 
of deceased children of decedent: 


(d) 


(c) 


care thes 
(a~1) If all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares. 


(a-2) If there are living descendants of deceased children; 


(b~1) Divide estate into equal shares for all living 
children and all children deceased but with liv- 
ing descendants, (See (c“l1), Do not include 
children who are deceased without leaving living 
descendants.) Living children take such shares. 


(c+l) Grandehildren (children of deceased child 
of decedent) divide equally among them 
the share of their deceased parent, except 
that if there are no living children of 
the decedent and grandchildren take the 
estate, such grandchildren take equal 
shares without regard to the shares of 
their parents. 


(d-1) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild. 
would have received, except that 
if there are no living children 
of the decedent and no living grand- 
children of the decedent, and gereat- 
grandchildren take the estate, such 
great-grandchildren take equal shares 
without regard to the shares of 
their parents, 


If no children or descendants of deceased children survive: 
(a-1) If there are living parents or parent of the decedent: 


(b-1) If both parents are living, the estate is divided 
equally between them, 


(b-2) If only one parent is living, such parent takes 
the entire estate. 


If no children, descendants of deceased children, or parents 
or parent survive; 


(a~l) If there are living brothers or sisters, or living de- 
scendants of deceased brothers or sisters: 


(b-1) If all brothers and sisters are living, oni 
some are living and some are deceased but leaving 
no living descendants, living brothers and sisters 
take equal shares. 
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(b-2) If there are living descendants of deceased 
brothers and sisters: 


(c-1) Divide estate into equal shares for all 
living brothers and sisters, and all de- 
ceased brothers and sisters who leave 
living descendants. (See (d-1), Do not 
include brothers and sisters who are 
deceased without leaving living descend- 
ants.) Living brothers and sisters take 
such shares.) 


(a-1) Nephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent, except that © 
if there are no brothers or sisters 
of the decedent and nephews and 
nieces take the estate, such 
nephews and nieces take equal shares 
without regard to the shares of 
their parents. 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate 
action. 


Minnesota. The decedent's personal property is to be distributed as 
follows; 


(1) If spouse survives: 


(a) If there are no living children of decedent, or living 
descendants of deceased children of decedent, spouse takes 
entire estate. 


(b) If there is only one living child of decedent, or living 
descendants of only one deceased child of decedent, spouse 
takes one-half of the estate. 


(c) If more than one child of decedent, or one child and living 
descendants of one or more deceased children of: decedent or livire 
descendants of more than one deceased child of decedent, 
survive, spovse takes one-third of: the estate. 


(2) The remainder of the estate, or all the estate if no spouse survives, 
is to be distributed as follows: 


(a) If there are living children of decedent or living descendants 
of deceased children of decedent: 


(d) 


(a-1) 


(a-2) 
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If all children are living, or if. some are living and 
some are deceased but leaving no living descendants, 


living children take equal shares. 


If there are living descendants of deceased children: 


(b-1) Divide estate into equal shares for all living 


“children and all children deceased but with 
living descendants. (See (c-1), Do not include 
children who are deceased without leaving living 
descendants.) Living children take such shares. 


(c-1) Grandchildren (children of deceased child 
of decedent) divide equally among them 
the share of their deceased parent. 


(a=2)) If any such grandchildren are deceased, 
leaving children, such children divide 
equally among them the share such deceased 
grandchild would have received, 


If no children of decedent or descendants of deceased children 
of decedent survive; 


(a-1) 


If there are living parents or parent of the decedent: 


(b-1) If both parents are living, the estate is divided 
equally between them. 


(b-2) If only one parent is living, such parent takes 
the entire estate. 


If no children of decedent, descendants of deceased children 
of decedent, or parent or parents survive; 


(a-1) 


If there are living brothers or sisters, or living de- 
scendants of deceased brothers or sisters: 


(b-1) If all brothers and sisters are living, or if 
some are living and some are deceased but leaving 
no living descendants, living brothers and sisters 
take equal shares. 


(b-2) If there are living descendants of deceased 
brothers and sisters: 


(c-1) Divide estate into equal shares for all 
living brothers and sisters, and all de- 
ceased brothers and sisters who leave 
living descendants. (See (d-1), Do not 
include brothers and sisters who are 
deceased without leaving living descend- 
ants.) Living brothers and sisters take 
such shares. 


(d-1) Nephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent, 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate 
action. 


f. Missouri. 


The decedent's personal estate is to be distributed as follows: 


(1) If spouse survives: 


(a) 


(b) 


> 


If there are no living children of decedent, or living descend- 


ants of deceased children of decedent, spouse takes one-half of 
the estate, 


If no children of decedent, descendants of deceased children 
of decedent, parent or parents, brothers or sisters, or 
descendants of deceased brothers or sisters survive, spouse 
takes the entire estate. 


If there are living children of decedent, or living descendants 
of deceased children of decedent; 


(a-1) If all children of decedent are living, or if some are 
living and some are deceased but leaving no living 
descendants, spouse and living children take equal 

‘shares, 


(a-2) If there are living descendants of deceased children 
of decedent: 


(b-1) Divide estate into equal shares for spouse, all 
living children, and all children deceased but 
with living descendants. (See (c-1), Do not 
include children who are deceased without leaving 
living descendants.) Spouse and living children 
take such shares, 


(c-1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
share, of their deceased parent, except that 
if there are no living children of the de- 
cedent, and grandchildren take the estate, 
such grandchildren take equal shares with- 
out regard to the shares of their parents. 


ree a 


(d-1) If any such grandchildren are de- 
ceased, leaving children, such chil- 
dren divide equally among them the 
share such deceased grandchild 
would have received, except that 
if there are no living children of 
the decedent and no living grand- 
children of the decedent, and great- 
grandchildren take the estate, such 
great-grandchildren take equal 
shares without regard to the shares 
of their parents. ‘ 


(2) The remainder of the estate, or all: of the estate if no spouse 
survives, is to be distributed as follows: 


(a) If there are living children of decedent, or living descendants 
of deceased children of decedent:. 


(a~l1). If all children of decedent are living, or if some are 
living and some are deceased but leaving no Lave 
descendants, living children take equal shares. 


(a-2) If there are living descendants of deceased children of 
decedent: ; 

(b-1) Divide estate Into equal shares for all living 
children and all children deceased out with living 
descendants. (Sec (c#1).Do not include childronwho are 
deceased without leaving living descendants. ) 
Living children take such shares. 


(c-1) Grandchildren and great-grendchildren take 
as provided under Section (1), supra. 


(o) If there are no living children of decedent, or living descend- 
ants of deceased children of decedent: 


(a-l) If there are living parents or parent, brothers or 
sisters, or living descendants of deceased brothers 
or sisters; 


(b-1) If all the brothers and sisters are living, or 
if some are living and some are deceased but 
leaving no living descendants, the living parent 
or parents and/or living brothers and sisters 
take equal shares. 


(b-2) If there are living descendants of deceased 
brothers and sisters; 


(c-1) Divide estate into equal shares for living 
parent or parents, all living brothers and 
sisters, and all deceased brothers and 
sisters who leave living descendants. 


€ 


Sha to ee 


(See (d-1), Do not include brothers and 
Sisters who are deceased without leaving 
living descendants.) Living parent or 
parents and living brothers and sisters 
take such shares. 


(d-1) Nephews and nieces (children of 
deceased brothers or sisters) divide 
equally among them the share of 
their deceased parent, except that 
if there are no living brothers or 
sisters of the decedent and nephews 
and nieces take the estate, such 
nephews and nieces take equal shares 
without regard to the shares of 
their parents. 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate action. 


Nebraska, The decedent's personal property is to be distributed as . 


follows; 
(1) If spouse survives: 


(a) If the surviving spouse is the parent of all of the decedent's 
children; 


(a-1) If there is only one living child of decedent, or living 
descendants of only one deceased child of decedent, 
spouse takes one-half of the estate. 


(a-2) If more than one child of decedent, or one child and 
descendants of one or more deceased children of 
decedent survive, spouse takes one-third of the estate. 


(b) If the surviving spouse is not the parent of all the decedent's 
children; 


(a-1) If there are living children of decedent, or living 
descendants of deceased children of decedent, spouse 
takes one-fourth of the estate. 


(c) If there are no living children of decedent, or living 
descendants of deceased children of decedent, but other 
kindred survive, spouse takes one-half of the estate whether 
or not such spouse is parent to all the decedent's children. 


(d) If there are’ no living children of decedent, living descendants 
of deceased children of decedent, or other kindred, spouse 
takes the entire estate whether or not such spouse is parent 
of all the decedent's children. 


ae ace. 


(2) ‘The remainder of the estate, or all the estate if no spouse ® 
survives, is to be distributed as follows: 


(a). If there are living children of decedent or living descendants 
of deceased children of decedent: 


(a~L) #E8 all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares. 


(a-2) If there are living descendants of deceased children; 


(b-1) Divide estate into equal shares for all living ip 
children and all children deceased but with liv- 
-ing descendants. (See (c-1), Do not include 
children who are deceased without leaving living 
descendants.) Living children take such shares. 


(c-1) Grandchildren (children of deceased child 
nae of decedent) divide equally among them the 
share of their deceased parent, except that 
if there are no Tiving children of the 
decedent and grandchildren take the'estate, 
such grandchildren take equal shares with- 
out ae to the shares of their parents. 


(d-1) If any such Sens es are 
deceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
would have received, except that if 
there are no living children of 
the decedent and no living grand- 
children of the decedent, and great- 

grandchildren take the estate, such 
great-grandchildren take equal shares 
without regard to the shares of their 
parents. 


(bd) If no aeinaron of decedent or descendants ‘of deceased children 
of decedent survive: 


(a-l) If there nese ie parents or parent of the decedent: 


(b-1) If both parents are living, the estate is divided 
equally between them. 


(v-2) If only one parent is living, such parent takes 
. the entire estate, 


(c): If no children: of decedent, descendants of deceased children 
of decedent, or parents or parent survive: 


ay 


(3) 


Ohio. 


(1) 


(2) 


eee Oe 


(a-l1) If there are living brothers or sisters, or living 
descendants of deceased brothers or sisters: 


(b=1) If all brothers and sisters are living, 6r 42 
some are living and some are deceased but leaving 
no living descendants, living brothers and 
sisters take equal shares, 


(b-2) If there are living descendants of deceased 
brothers and sisters: 


€c-1) Divide estate into equal shares for all 
living brothers and sisters, and all de- 
ceased brothers and sisters, who leave 
living descendants. (See (d-1), Do not 
include brothers and sisters who are de« ' 
ceased without leaving living descendants. ) 
Living brothers and sisters take such 
shares. 


(d-1) Nephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent. 


If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate action. 


The decedent's personal property is to be distributed as follows; 


If spouse survives; 


(a) If there is only one living child of decedent, or living 
descendants of only one deceased child of decedent, spouse 
takes one~half of the estate. 


(b) If more than one child of decedent, or one child and descendants 
of one or more deceased children of decedent, or descendants of 
more than one deceased child of decedent survive, spouse takes 
one-third of the estate. 


(c) If there are no living children of decedent, or living 
descendants of deceased children of decedent, but a parent or 
parents survive, spouse takes three-fourths of the estate. 


(d) If there are no living children of decedent, living descendants 
of deceased children of decedent, or parent or parents, spouse 
takes the entire estate. 


The remainder of the estate, or all the estate if no spouse survives, 
is to be distributed as follows: 


(a) 


(d) 


(c}) 


oo ee 


If there are living children of decedent or living descendants 
of deceased children of decedent; 


(a-1) If-all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares. 


(b-1) 


(a-2) If there are living descendants of deceased children; 


Divide estate into equal shares for all living 
children and all children deceased but with living 
descendants. (See (c-1), Do not include 

children who are deceased without leaving living 
descendants.) Living children take such shares. 


(c-l1) Grandchildren (children of deceased child 
of decedent) divide equally among them the 
share of their deceased parent, except 
that if there are no living children of 
the decedent and grandchildren take the 
estate, such grandchildren take equal 
shares without regard to the shares of 
their parents. 


(d-1) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
would have received, except that 
if there are no living children 
of the decedent and no living 
grandchildren of the decedent, 
and great-grandchildren take the 
estate, such great-grandchildren 
take equal shares without regard 
to the shares of their parents. 


If no children of decedent or descendants of deceased children 
of decedent survive: 


(a-l1) If there are living parents or parent of the decedent; 


(b=1) 


(b-2) 


If both parents are living, the estate is divided 
equally between them, 


If only one parent is living, such parent takes 
the entire estate. 


If no children of decedent, descendants of deceased children of 
decedent, or parent or parents survive: 


(a-l1) If there are living brothers or sisters, or living 
descendants of deceased brothers or sisters: 


ek 


(b-1) If all brothers and sisters are UE Keg Mel eare Wen gain 
some are living and some are deceased but leaving 
no living descendants, living brothers and 
sisters take equal shares. 


(b-2) If there are living descendants of deceased 
brothers and sisters: 


(c-1) Divide estate into equal shares for all 
living brothers and sisters, and all 
deceased brothers and sisters who leave 
living descendants. (See(d-1). Do not 
include brothers and sisters who are de- 
ceased without leaving living descendants. ) 
Living brothers and sisters take such 
shares, 


(d-1) Nephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent, 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate action. 


i. South Dakota. The decedent's personal property is to be distributed as 


follows: 

belt 
(a) 
(b) 
(c) 
(da) 


spouse survives: 


If there are no living children of decedent, descendants of 
deceased children of decedent, parents or parent, brothers or 
Sisters, or descendants of deceased brothers or sisters of 
decedent, spouse takes the entire estate. 


If there is only one living child of decedent or living 
descendants of only one child of decedent, spouse takes one- 
half of the estate. 


If more than one child of decedent, or one child and descendants 
of one or more deceased children of decedent, or descendants 

of more than one deceased child of decedent survive, spouse 
takes one-third of the estate, 


iIf there are no living children of decedent, or living 


descendants of deceased children of decedent, but a parent or 
parents, brother or sister, or descendants of deceased brothers 
or sisters of decedent survive, spouse takes all of the estate 
up to $20,000 and one-half of the excess. 


(2) The remainder of the estate, or all the estate if no spouse survives, 
is to be distributed as follows: 


(a) 


RCP, ees 


If there are living children of decedent or living descendants 
of deceased children of decedent: 


(a-1) If all children are living, or if some are living and 
some are deceased but leaving no living descendants, 
living children take equal shares, 


(a-2) If there are living descendants of deceased children: 


(b-1) 


Divide estate into equal shares for all living 
children and all children deceased but with 
living descendants. (See (c-1), Do not include 
children who are deceased without leaving living 
descendants.) Living children take such shares. 


(c-l1) Grandchildren (children of deceased child 
of decedent) divide equally among them 
the share of their deceased parent, except 
that if there are no living children of 
the decedent and grandchildren take the 
estate, such grandchildren take equal 
shares without regard to the shares of their 
parents. 


(d-1) If any such grandchildren are de- 
ceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
would have received, except that 
if there are no living children of 
the decedent and no living grand- 
children of the decedent, and great- 
grandchildren take the estate, such 
great-grandchildren take equal shares 
without regard to the shares of their 
parents. 


If no children of decedent or descendants of deceased children 
of decedent survive; 


(a-1) If there are living parents or parent of the decedent: 


(b-1) 


(b-2) 


If both parents are living, the estate is divided 
equally between them. 


If only one parent is living, such parent takes 
the entire estate. 


If no children of decedent, descendants of deceased children of 
decedent, or parents or parent survive: 
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(a-l) If there are living brothers or sisters, or living 
} descendants of deceased brothers or sisters: 


(b-1) If all brothers and sisters are living, or if some 
are living and some are deceased but leaving no 
living descendants, living brothers and sisters 
take equal shares, 


-Ab-2) If there are living descendants of deceased 
) brothers-and. sisters: 


(c-1) Divide estate into equal shares for all 

living brothers and sisters, and all de- 

ie ; ceased brothers and sisters who leave 
living descendants. (See (d-1). Do not 
include brothers and sisters who are: de- 
ceased without leaving living descendants. ) 
Living brothers and sisters take such 
shares, 


(d-1) Nephews and nieces (children of a 

7 deceased brother or sister) divide 
equally among them the share: of their 
deceased parent, except that if there 
are no living brothers and sisters of 
the decedent and nephews and nieces 
take the estate, such nephews and 
nieces take equal shares without 
regard to the shares of their parents. 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate action. 


Je Wisconsin. ‘The personal estate of the decedent is to be distributed as 
follows: 


(1) If widow survives: 


(a) If there is only one living child of decedent, or living descend- 
ants of only one deceased child of decedent, widow takes one- 
half of the estate. 


(b) If more than one child of decedent, or one child and descendants 
of one or more deceased children of decedent, or descendants of 
more than one deceased child of decedent survive, widow takes 
one~third of the estate, 


(2) The remainder of the estate, or all the estate if no widow survives, 
is to be distributed as follows: 


» (a) If there are living children of decedent or living descendants 
of deceased children of decedent; 


(a-1) If all children are living, or if some are living and 


(d) 


(ey) | 


(a-2) 


(a-1) 


(a-1) 


(a-1) 


some are: deceased but leaving: no living descendants, 


‘living children take equal shares. 


me there are Pa) ‘descendants of deceased children: 


= (b2), Raids catare arto equal shares for all living 


children and all children deceased but with living 
descentants. (See(c-1), Do not include children 
who are deceased without leaving living descend- 
‘ants. Living children take such shares. 


(c+1) Grandchildren (children of deceased 

; child of decedent) divide equally among 
them the share of their deceased parent, 
except that if there are no living children 
of the decedent and grandchildren take the 
estate, such grandchildren take equal 
shares without regard to the shares of 
their parents. 


(d-1) If any such grandchildren are 
deceased, leaving children, such 
children divide equally among them 
the share such deceased grandchild 
would have received, except that if 
there are no living children of the 
decedent and no living grandchildren 
of the decedent, and great-grand- 
children take the estate, such great- 
grandchildren take equal shares with- 
out regard to the shares of their 
parents. 


‘If no. childrén of decedent or descendants of’ deceased children 
of decedent survive: 


If spouse survives, such survivor takes entire estate. 


If no children of decedent, descendants of deceased children of 
decedent or spouse survive: | é 


If there are living parents or parent of the decedent: 


(b-1) If both parents are living, the estate is divided 
$ equally between them, 


(b-2) If only one parent is living, such parent takes 
the entire estate. 


If no children of decedent, descendants of deceased children of 
decedent, parents or parent, or spouse: survive; 


ira fee are living brothers or sisters, or living 
descendants of deceased brothers or sisters: 


le 


Be 
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(b-1) If all brothers and sisters are living, or if 
some are living and some are deceased but leaving 
no living descendants, living brothers and sisters 
take equal shares, 


(b-2) If there are living descendants of deceased 
brothers and sisters: 


(c-1) Divide estate into equal shares for all 
living brothers and sisters, and all deecased 
brothers and sisters who leave living 
descendants. (See (d-1). Do not include 
brothers and sisters who are deceased with- 
out leaving living descendants.) Living 
brothers and sisters take such shares. 


(d-1) WNephews and nieces (children of a 
deceased brother or sister) divide 
equally among them the share of 
their deceased parent. 


(3) If none of the above kindred survive, the claim should be submitted 
to the Director of the North Central Division for appropriate action. 


State laws with respect to the age of majority. 


Male Female 
&@ Illinois el 18 
be. Indiana aL ol 
Ce Ilowa el or before el oF 
if he marries before if she marries. 
d.- Michigan ral ol: 
€. Minnesota el 18 
f. Missouri el ol 
g& Nebraska al PALE foNs 
before if she marries. 
h. Ohio 21 ol 
i. South Dakota 21 18 
je Wisconsin 21 21 


Brief of State laws relating to the priority of the claims of creditors. 


a. Illinois. Payment of Debts - Order of Preference.--All demands 
against the estate of any testator or intestate shall be divided 
into classes in manner following, to-wit: 
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First. Funeral expenses and necessary cost of administration. e 


Second. The widow's award, if there be a widow; or children if 
there are children and no widow. 


Third. Expenses attending last illness, including physician's bill, 
and demands due comnon laborers or household servants of 
deceased for labor. 


Fourth. Debts due the common school fund or township. 


Fifth. Where the deceased has received money in trust for any 
purpose, his executor or adninistrator shall pay out of a 
his estate the amount thus received and not accounted for. 


Sixth. All other debts and demands of whatever kind without regard 
to quality or dignity, which shall be exhibited to the court 
within one year from granting of letters as aforesaid. 


All claims and demands of whatever class not exhibited to the court 
within one year from the granting of letters as aforesaid shall be 
forever barred as to property and estate of the deceased which has 

been inventoried or accounted for by the executor or administrator * * *. 


Indiana Payment of Debts--Order of Preference.--Unless otherwise 
Sere in this act, the debts and liabilities of a decedent, 
shall, if his estate be solvent, be paid in the following geek of 
classes: 


First. The expenses of administration. 
Second. The expenses of the funeral of the deceased. 
Third. The expenses of his last sickness. 


Fourth, Taxes accrued upon the real and personal estate of the deceased 
at his death, and taxes assessed upon the personal estate 
during the course of the administration. 


Fifth. Debts secured by liens upon the personal and real estate 

of ‘the decedent, created cr suffered ty him in his lifetime, 
and continuing in force: Provited. that if the real estate 
of the decedent shall pave been sold suojcct to any lien, 
and the hoider theveof shall have accepted the bond of the 
purchaser as provided in this act, the debt secured by such 
lien shall be omitted in the distribution. 


Sixth. A sum not exceeding $50 for wages due any employee for work 
and labor performed for the decedent within two months prior 
to his death. « 


Seventh. General debts, 


A 


Ce 
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Eighth. Légacies. 


Annotation: Claims not presented.--It is the duty of an executor to 
pay decedent's debts that constitute a lien on decedent's 
realty, although such debts are not presented as claims 
against the estate. 


Iowa. Payment of Debdts--Order of Preference.--As soon as the executor 
or administrator is possessed of sufficient means over and above the 
expenses of administration, he shall pay off the charges of the last 
sickness and funeral of deceased, and next, any allowance made by 

the court for the maintenance of the widow and minor children. 


Other demands against the estate shall be payable in the following order: 


1. Debts entitled to preference under the laws of the United States. 


&. Public rates and taxes. 


3. Claims filed within six months after tne first publication or posting 
of the notice given by the executors or administrators of their 
appointment, 

4, All other debts. 


Oo. Legacies and the distributive shares, if any. 


Michigan. Payment of Debts--Order of Preference.--If the assets which 


the executor or administrator may have received, and which can be 
appropriated to the payment of debts, shall not be sufficient, he shall, 
after paying the necessary expenses of administration, pay the debts 
against the estate in the following order: 1. ‘The necessary funeral 
6xpenses as determined by the judge of probate; 2. The expenses of the 
last sickness; 3. debts having a preference by the laws of the United 
States; 4. Debts due to other creditors, including any remainder of 
the funeral expenses over and above that determined as necessary by 


the judge of probate. 


if there shall not be assets enough to pay all the debts of 
any one class, each creditor shall be paid a dividend in proportion 
to his claim; and no creditor of any one class shall receive any 
payment until all those of the preceding class shall be fully paid. 


Minnesota. Payment of Debts--Order of Preference.--If the applicable 
assets of the estate be insufficient to pay the following in full, 
the representative shall make payment in this order: 


1. Expenses of administration. 


<. Funeral expenses. 


8 Expenses of last illness. 
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4, Debts having preference by laws of the United States. 
5. Taxes. ) | it 3 
BS inther debts duly proved, 


When any assets of the estate are encumbered by mortgage, pledge, 
or otherwise, the. representative may pay such encumbrance or any part 
thereof, whether or not the holder of the encumbrance has filed a clain, 
if it appears to be for the best interest of the estate.and if the 
court, with. or without notice, shall have so ordered. No such payment 
shall increase the share of the devisee, legatée, or heir entitled 
to receive such encumbered assets, unless otherwise provided in the will. 


' No preference shall be given in the payment of any debt over 
any other debt of the same class, nor shall a debt due and payable be 
entitled to preference over debts not due, 


When a will designates the property to be appropriated for the 
payment of debts or other items, it shall be applied to such purpose, 


Missouri, Payment of Debts--Order of Preference,--All demands against 


the estate of any deceased person shall be divided into the following 
classes: I. Funeral expenses. II, Expenses of the last sickness, 
wages of servants and demands for medicine and medical attendance 
during the last sickness of deceased; also reasonable cost of tomb- 
Stone if allowed by court. Po wee) Lie hie) including taxes due the 
State or any county or incorporated city or town; and it shall be the 
duty of the executor or administrator to pay all such taxes without any 
demand therefor being presented to the court for allowance: Provided, 
that no executor or administrator shall pay any taxes on the real 

estate of the deceased that are not a charge against the same at the 
death of the deceased, except where he is in possession of the realty 
under an order of the court. IV. Judgment rendered against the deceased 
in his lifetime, ana Judgments rendered upon attachments levied upon 
property of the deceased during his lifetime; but if such judgment shall 
be liens upon the real estate of the ceceased, and the estate shall be 
insolvent, such judgments as are liens upon the real estate shall be 
paid as provided in sections 148 to 156, without reference to classifica- 
tion, except the classes of demands mentioned in the first and second 
subdivisions of this section shall have precedence of such judgments. 

- All demands, without regard to quality, which shall be legally 
exhibited against the estate within six months after the date of the 
granting of the first letters on the estate. VI. All demands thus 
exhibited after the end of six months and within one year after the 
date of the granting of the first letters on the estate. 


All demands against any estate shall be paid by the executor 
or administrator, as far as he has assets, in the order in which they 
are classed; and no demand of one class shall be paid until all previous 
classes be satisfied; and if there be not sufficient to pay the whole 
of any one class, such demands shall be paid in proportion to their 
amounts. HExecutors and adninistrators may assign the notes and bonds, 
Stocks, accounts and all other evidences of debt of the estate to 


a 


_ 8s 


h. 


ee ie 


creditors, legatees and distributees in discharge of an amount of 
their claims equal to the amount of such bond or ‘note. 


Nebraska. Payment of Debts--Order of Preference.--If the assets which 
‘the executor or administrator may have received and which can be ap- 


propriated to the payment of debts shall not de sufficient, he shall, 
after paying the necessary expenses of administration, pay the debts. 
against the estate in the following order: First. The necessary funeral 
expenses, which shall be a preferred claim only to an amount not exceeding 
$250 for casket and services of undertaker. Second, The expenses of the 
last sickness. Third. Debdts having a preference by the laws of the 
United States. Fourth. Debts due to other creditors, 


If there shall not be assets enough to pay all the debts of 
any one class, each creditor shall be paid a dividend in proportion to 
his claim, and no creditor of any one class shall receive any payment 
until all those of the preceding class shall be fully paid. 


Ohio. Payment of Debts--Order of Preference.--Every executor or ad- 


ministrator shall proceed with diligence to pay the debts of the 
deceased, applying the assets in the following order: 


-k. Bill of funeral director not exceeding three hundred fifty dolldrs, 


such other funeral expenses as are approved by the court, the ex- 
penses of the last sickness and those of administration. 


2. The allowance made to the widow and children for their support for 
twelve months; 


5. Debts entitled to a preference under the laws of the United States. 


4. Public rates and personal property taxes. Any devisee taking any 
real estate under a devise in any will or an heir taking under the 
statutes of descent, shall take the same subject to all taxes, 
penalties, and assessments, which are a lien against such real estate. 


Se To every person who performed manual labor in the service of the 
deceased, before payment of the general creditors, the full amount 
of wages due to such person for such labor performed within twelve 
months preceding the decedent's death, not exceeding one hundred and 
fifty dollars. 


6. Other-debts as to which claims have been presented within four 
months after the appointment of the executor or administrator. 


?. Debts due to all other persons. Such part of the bill of the funeral 
director as exceeds three hundred fifty dollars shall be included 
as a debt under item 6 or 7 depending upon the time when the claim 
for such additional amount is presented. 


ae If there be not enough, after paying any one of such classes, to 
pay all the debts of the next class, the creditors of the latter class 
shall be paid ratably in proportion to their respective debts, No pay- 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL Dtvistow 


GENERAL 


The instructions contained herein shall be followed in Application 
for Payment Sections in the State offices in the North Central Region in 
handling cotton price adjustment applications for payment and related 
forms, | oe 


QUESTIONS PERTAINING TO PROCEDURE - 


Members of the State committee and all persons in the Application 
for Payment Section who are to’ handle cotton price adjustment applications 
should become thoroughly familiar with the instructions contained herein 
and with all other pertinent provisions and instructions relating to the 
1937 Cotton Price Adjustment Program in the North Central Region, Devia- 
tion from these instructions will not be permitted, Any question relative 
to the procedure to be followed in any case should be referred to the 
person in charge of the unit where the question arises, or to the person 
in charge of the Application for Payment Section if the person in charge 
of the unit is unable to satisfactorily answer the question, If the 
question is not covered by the instructions contained herein, such 
question shall be referred to the Director of the Morth Central Division, 


CHANGDS AWD CORRECTIONS 


No change or correction shall be made in any form used in connection 
with the 1937 Cotton Price Adjustment Program unless such change or core 
rection is specifically authorized by these instructions, In making 
changes or corrections, except as otherwise authorized, draw a line 
through the incorrect entry in such a manner that. the entry will remain 
legible and insert the correct entry in the nearest available space, 


DEFINITION OF TURMS 


As uscd herein, the following terms shall have the following 
meanings: ee 2. 


A is Application means CAP-~103, Revised, entitled "Application 
for Payment - 1937 Cotton Price Adjustment Program," 
Forms CAP-~103A and: CAP~103B when used shall also constitute 
part of the application, <Any reference to columns A to L 
of CAP-~103 shall likewise include columns A to L of CAP-103A 
and any reference to calumns C to G of CAP~103 shall likevise 
include columns B to N of CAP~103B, 


&, 1937 Cotton Price Adjustment Program means the program for 
making adjustment payments with respect to the 1937 cotton 


crop pursuant to the Third Deficiency Appropriation Act, 


in me 


{ ci 
3, Transmittal means all applications. which are transmitted from 
a county office to the State office at one time, 
4, Lot. means all appiications the serial numbers of which are 
listed oh ene sheet of ge CAP (hereinafter referred to 
‘ass NOR-124) . 
5. Lot number means the number: aashened to a Lot; Such number 
shall be the same as the sheet number of WOR-124 CAP; — 
6, Suspended case means an application which must be returned to 
the county office for correction or’ which. cannot be pen 
without additional information, 
FORMS USED 
Forms used in aemmisedean with End 1937 aorrat Price Adjus tment 
Program will be reforred to in these. instructions by form number rather 
than by title, The numbers and titles of forms. to be used in the Appli- 
cation for Payment Sections are as follows: re 
‘NOR-124 CAP (Gortnnntee: referred to as {yop 124) - Transmittal 
Sheet for Transmittal of Applications for Payment 
to State Office. 
RF-101A CAP (Hereinafter referred to as RRLLOU) - Progress 
Record, 
RF~102 CAP (Horeinaftor ee oes to as RF-~102)— Form Letter 
to Be Used in connection. with Indebtedness Casos, 
RF-103 CAP (Hereinafter referred to as RE-103) _ Release of 
Lots and Suspended Cases, 
RF-104 CAP (Hereinafter referred to aS. RP-104) - Suspension 
Sheet ve 
RF~105 CAP (Hereinafter raf eoneayin ae ne nics) - Transmittal 
Correction See 
CAP~103, Revised (eroinat tor referred. to.as. NEED, — Application 
for apace 
CAP~103A - Continnarenn Sheet - Application for Payment, 
CAP-103B — Continuation Sheet -— Application for Payment, 


CAP-104 - 1938 Operator's Certificate of Compliance, ‘o 
CAP-107 - Notice of Payment Disallowance, 


CAP-108 - Public Voucher for 1937 Cotton Price Adjustment Payments 
(Continuation Sheet) 


an, an 


CAP-109 - Public Voucher for 1937 Cotton Price Adjustment Payments. 
Form 1064 - Schedule of Disbursements) 


FRACTIONS 


The following instructions shall apply with respect to fractions} 


a, Fractions of acres shall be expressed to the nearest tenth 
of an acre, Five-hundredths or less shall be dropped and 
more than five-hundredths shall be considered a whole tenth, 


For example: 


4,349 equals 4,3 4,351 equals 4,4 
4,350 equals 4,3 4,360 equals 4,4 


b, Figures representing base yields per acre shall be expressed 
in whole numbers only, Five-tenths or less shall be dropped 
and more than five-tenths shall be considered a whole number, 
For example: 


215.49 equals 215 ‘215,51 equals 216 
215.50 equals 215 215.60 equals 216 


c, In computing any paymont five-tenths of a cent or less shall 
be dropped and more than five-tenths shall be considered as 
a whole cent, 


For example}: 


$1,1819 cquals $1.18 $1,1851 cquals $1,19 
1,1850 equals $1,18 1.1860 equals $1.19 


TRANSMITTAL OF APPLICATIONS TO GENERAL ACCOUNTING OFFICE, 
cence poten eee eenemene amen = nena ees Se NE NS UES L US 


All applications executed in connection with the Cotton Price 
Adjustment Program in the North Contral Region will be reviewed by the 
General Accounting Preaudit Office in the regional offico located at 
Thilo Building, Columbia, Missouri, Transmit all Pees ole in con- 
nection with the Cotton Prico Adjustmont Program to Mr, John 2, Thornton, 
Chief of Party, General sates ee Preaudit Office, Thilo Building, 
Columbia, Missouri, 


CLERKS 


ps) PAE re 


; €i 

UNITED STATES DEPARTMENT OF AGRICULTURE 

AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH .CENTRAL DIVISION 
PART I «& RECORDS UNIT 

The personnel of the Records Unit shall consist of): ‘receiving 
CSIR ¢ TEIN clerks, and file clerks, 
is Dae teasel ons to Receiving Clerks, 

. 1. When Forms CAP-103 and related forms and papers are received, 
stamp on the back of each sheet of such forms the date of 
receipt, 

a, Enter in the space provided therefor in the upper 
right-hand corner of NCR-124 the date of receipt 
of such forn, 

b, When Forms CAP-103A, CAP-103B, and CAP-104 are 

- included in a transmittal, determine that cach of 
such forms is fastened to the CAP-103 bearing the 
same serial number, : 

2, when Forms CAP-103 accompanied by NCR-124 are received, 
two clerks working together shall check the serial num- 
bers on Forms CAP-103 against the scrial numbers on 

‘“NCR-124, Enter a check mark -( Wf) to the right of each 
serial number on NCR-124 for which there is included 

in the transmittal a CAP-103 yith a corresponding serial 

number, 

a, If a CAP-103 is received and the serial number on 
such form is not listed on NCR+~124, enter such serial 
number in Section I of NCR-124 and correct the total 
in the last line of Section I, Initial all such cor- 
rections, :.. Whon ‘such a correction is made) on NCR+124, 
prepare RF-105, Enter in the upper right-hand ¢Gorner 
of such form the State and county code and the date of 
preparation of the form, Strike the phrase, §NCR-119" 
from the line below the title of the form,- -Enter in 
column (a) the sheet number of NCR-124 to which the 

‘addition has been made and in column (bd) the: serial 
number which has been added, [Enter in-column. (c) the 
words "CAP~103 not listed on NCR-124," Meer tee a 


b. If a CAP-103 is missing for a scrial numbcr which is 
listed on NCR-124, draw a line through such serial 
number and correct the total in the last line of 
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Section I, Initial all oat corrections, Enter in 
RF-105 in column (a) the sheet number of NOR-124 

upon which such correction twas made; enter in column 
(b) the serial number which was deleted from NOR-124; 
and enter in column (c) the words "CAP-103 not included 
in transmittal," 


c, If the State and county code has not been entered on 
a CAP-103 or related form, make such-entry, If a 
serial number has not been ‘entered on a CAP-103, enter 
such serial number if it can be determined from NCR-124, 
If such serial number cannot be determined, prepare and 
attach RF~104 to such CAP-103, 


d, After all corrections have been made on NCR-124 and 
after RF-~105 has been Ree aEE ts transmit RF-105 to the 
Clearance Unit, . 


After Forms CAP-~103 have been checked against NCR-124 obtain 
the listing sheets (NCR-106) for the county and check Forms 
CAP-103 against the listing shects as follows: 


a, Determine that the cotton soil-depleting base in 
Section III, item 1 is the same as the base shown 
on the listing sheet, If not the same prepare and 
attach RF-104, he 


bo. Detcrmine that the yield per acre in Section III, 
item 2 is the same as the yicld shown on the listing 
sheet, If not the same, prepare and attach RF-104, 


c, If more than one work sheet: number is entered on the 
second line in the upper right-hand corner of CAP-103, 
enter in the space to.the left of Section III the 
cotton soil-depleting base for each work sheet and 
enter a dash ( — ) and then to the right thereof, 
enter the yield per acre for such work sheet, 


d, For each work sheet numbor listed on CAP-103 enter 
a red check mark to the right of the corresponding 
work sheet number on the listing sheet, If a red 
check mark has already been entered opposite such 
work shect number, determino whether such CAP-103 is 
a duplication of another which was previously submitted, 


Check the names of all porsons whose names appear in 
Section IV, column A of CAP-103 against the Register of 
Indebtedness to determine whether any of such persons 

are indebted to the United States Government, If it 
appears that any of such persons are indebted to the 
United States Government, prepare a pencil copy of RF-102 


uly 


cee 


and after a typewritten copy of such form is prepared by 
a typist, attach such forms © ae the’ AES on which such 
person's name appears. | 


After Forms CAP-103 have been checked against the Register 


.of Indebtedness, such forms shall be separated into lots, 


Z Each lot shall include the Forms CAP-103, the. serial num 


1. 


bers of which are listed on one sheet of NCR-124, Both 
receiving clerks shall then sign and enter. the date in 

the spaces provided therefor in Section III of cach shect 

of NCR-124, and release the transmittal to the record clerk, 


Instructions to Record Clerk, 


Before Forms CAP-103 are received in:the Records Unit, 
prepare RF-101A for each county agricultural conservation 
association in the State from which Forms CAP-103 will be 
received, Enter in the spaces provided therefor in the 
upper right-hand corner of the form the State and county 
code and the name of the county, Enter the letters "CAP" 
in the upper left—hand corner following the form number, 


Upon receipt from the receiving clerk of a transmittal of 
Forms CAP-103 accompanied by NCR-124 enter in Section II, 
column (b) of RF-101A4 the date of receipt of the Forms 
CAP-103, Such date may be obtained from the upper right- 
hand corner. of NCR-124, Enter in Section II, column (a) 

of RF-1O1A the lot numbers of the lots in such transmittal, 
The sheet number of NCR-124 is the lot number, Enter in 
Section II, column (f) tho number of Forms CAP-103 in 

each lot, In the case of a second or subsequent trans— 
mittal from a county, determine that the shect number of 
the first sheet of NCR-124 is the next consecutive number 
after the last number listed on RF-101A for such county. 

In case of duplication of numbers, change the numbers of 
the sheets in tho transmittal just received so that all 
numbers from the county are in consecutive order, If a 
number has been omitted, for example, if the last lot 
number entered is 8 and the number of the first sheet in 
the next transmittal is 10, do not change the sheet numbers 
on the transmittal just received, In either case prepare 
RF-104 indicating thereon the nature of the discrepancy 

in sheet numbers and send RF~104 to the Clearance Unit, 

If the word "Corrected" or "Supplemental" has been entered 
above the title of one of the sheets of NCR-124 in a second 
or subsequent transmittal, make postings on RF-101A for such 
sheet in red and enter immediately to the left of the lot 
number the letter "C" for "corrected" and "S" for supple- 
mental lot, Do not include the red entries in column (f) 
in the total for such column, 
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Sign and enter the date in the spaces provided therefor 
in Section III of each sheet of NCR-124 and place the 


sheet of NCR-124 on top of the Forms CAP_103 for such lot, 


Prepare RF-103 in duplicate; - ‘Enter in, a the | upper right- 
hand corner the State and: county: code, Inter the letters 
"CAP" following the form number in the upper left-hand 
corner of the form, Untér the words "Computation Unit" in 
the space following the words: "Released. to" and enter the 
date in the second line beneath the title of the formy 
Snter in column (a) the lot’ numbers of the lots in the 
transmittal and enter in column (b) the numberof Forms = 
CAP-103 in each lot, Make no entries in columns (c) to 
(g), inclusive, Release the lots,; together with. the 
originals of NCR-124 and the copy of RF~103 to the Compu- 
tation Unit. Obtain the’ signature of: a representative 

of the Computation Unit on the original of RF-103, Inter 
the date of release of such lots in Section Il, column 
(>) of RF-101A, If the word "Supplomental" appears on ~~ 
NCR-1le4, obtain the State office copies of the original 
applications, attach such copies to the supplemental 
applications, and transmit the lot to the Clearance Unit 
rather than to the Computation Unit, , 


Upon receipt of Forms RF-103' showing the release of Forms 
CAP-103 to the Examination Unit, the Payment Schedule Unit 
and the Goneral Accounting Preaudit Office, enter the dates 
of release in Section II, columns (c), (d), and (c), 
respectively, Znter in Section II, columns (g), ane 

and (i) of RF-101A the data called, for in the headings 

of such columns, 


Upon receipt of Forms CAP-108 and Peay 1064 -from the 
disbursing office enter in Section II, columns (j) and 

(k) of RF-101A the D; 0, Voucher Number and date paid, 
respectively, Forward the disbursing office copy of 
CAP-108 and the disbursing office copy of Form 1064 to 

the State accountant, If the CAP-108 bears an administra- 
tive voucher number in the.1000°series, obtain the State 
office copy of CAP~108 which was originally filed by the 
State accountant and enter thereon the D, 0, Voucher Number 
under which payment was made on CAP.107 and also entor the 
date paid, Forward such copy of CAP~108 to the Chief of 
Party of the General Accounting Preaudit Office, 


At the close of work on Wednesday of each eck prepare and 
submit (in duplicate) to the Director of the North Central 
Division on NCR-127 a report containing the following informa~ 
tions ; 


a, Number of applications received (for.the first time) 
during the voek, 


b, Cumulative number of applications received, 


esta 
c, Number of dpbileations suspended in the | Application 
for Payment Section eke ve week. 


a. fl ateee: number of Bppieceetone cuspehded’ in the 
Se ena eee for: ete ag SLANT AA 


SO Ali aett one released to iG general "Accounting 
..Preaudit PACK | 


aay ‘Nunber of Loca rsvaiare: (released first time) 
Cay keen of payments cerned 
aba General: Accounting Preaudit Office suspensions 


Gi Puen of applications suspended by General 
Accounting Preaudit Office.  ' 


(2) Amount of payment suspended. 
g. General Accounting Preaudit Office resubmissions 
Gh) ‘Number of applications resubmitted | 


(2) ena of payment certifiod on resubmitted 
applications, 


Dts instructions to lrile Clerks, 


1. Upon receipt of Forms CAP-103 and related forms from the 
Payment Schedule Unit, distribute such forms as follows: 


a, Forward to the OES office 
(1) foneiceps oriosriose CAP_103A, ana CAP_102B 
(2) typewritten copy of RP-102 
(3) Two copies of CAP-107 
De File in the State office. 
(1) One copy of CAP-103, CAP-103A, CAP-103B, CAP-104 
wate) Original of CAP-107 
(3) Original of RF~103 
(4) Original of NCR-124 


(5) - Pencil copy of: RF-102 


Lee a 


{ ‘ Pas oh Pek 
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thttemp STATIS, DEPART iT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART II, COMPUTATION UNIT 
CLERKS 


‘The Pecan of the slong a Unit abalt consist of computing 
Clerks and review clerks, 


“BRRORS AND CORRIOTI ONS 


When .an error. is Eonner delete the es eee entry by drawing 
a line through such entry in such a manner as will leave the original 
entry legible and enter the correct entry in the nearest available 
“space, All corrections must be made on the original and both copies 
. Of CAP-103 and related forms, 


i Instructions to Computing Clerks for Making Computations 
on es 


ae If Here is erie one work sheet ccierg shown in the upper 
right-hand corner of CAP-103, determine that the entry in 
item 3 of Section III is equal to the product obtained by 
multiplying the amount in item 1 by the amount in item 2, 
Any e¥ror’ in the amount in item 3 due to an error in multi- 
EAs may be corrected ‘in the State office, 


a Tedehess is more BE ey Bere shect number shown on the 
second line in the upper right-hand corner of the forn, 

- determine that the cotton soil-depleting base in Section III, 
item 1.is equal to the sum of all of the cotton soil-—de- 
plcting bases entered in the space to the left of Section 
IIIs; determine. ‘that the 1937 cotton production in Section 
III, item 3 is oqual to the sum of the products of each 
cotton soil-depleting base multiplied by the yield per 
acre for such base; and determine that the yield per acre 
in Section III, item 2 is equal to the result obtained by 
dividing Section III, item 3. by Section III, item 1, 
Prepare and attach an RF-104.if an error is found in items 
incor oof -S6ction coe 


3, Enter immediately below the em Rate! in the heading of 

: columns C. through:G-the amount, if any, by which 12 cents 
exceeds the price of cotton as shown in the table in Part II 

of CAP-105 for the date entered in the respective column, 


4, Determine that the sum of the amounts in Section IV, column 
I, is equal to the total 1937 cotton acres entered in the 
heading of column I, 


De 


a 


vy ALOE -: Pe en: Lea ae 
May , ris oa is 
Tay’ r lect z ; 


Determine that the amount on each line in column H is 
equal to the sum OF the See) in- columns C through 
G on that jine. 


Determine the cotton eligible for ca caelbae in Ane heading 


of geratiee a as follows: 


a. Oates tae eee below item 3 of Section It the 
product (rounded to the nearest: whole’ number) ob- 
tained by multiplying the a in Section Iil, 
item 3 by 60,00 percent, 


De If Section V indicates nae a total or ee crop 


failure resulted from hail, drought, flood, or infesta- 
tion by boll weevil or other insect or fungus and. the 
amount entered immediately below Section III is greater 
than the total 1937 farm production. entered: in’ the 
heading of .column.I, enter: ‘immediately above the 
heading of column J to the left of the words "Not 

for use in County Office” the amount.obtained by 
multiplying the 1937 cotton acreage entered in the 
heading of column I by the yield. in err ar Dj. iver. 


 ¢c. Enter in the space provided Pei saiee iene column J 


the cotton eligible for payment which will be one of 
the following: 


(1) If the word "did" is not inserted: in Sterile V 
(i,e., if there was no crop failure) enter the 
total 1937 farm production from the heading of 
column I or the entry below item 3 of Section 
LDL; whichever is the smaller, 


(2) If the word "did" is imeeeeaa in Been Vv 
(i.e,, if there was a crop failure) enter the 
amount below item 3 of Section III or the amount 
above the heading of.column,J, whichever is the 
smaller except that if the. total 1937 farm produc- 
tion entered in the heading of:column J exceeds the 
entry above the heading of column J, entor the 
total 1937 farm production from.the heading of 
column I or the entry below item 3-0of Section III, 
whichever -is the smaller, 


Computation of Peet 


-a, If there were sales prior to September. 10, 1937, as shown 


in colums C to G, proceed as follows: .. 


6 


(1) 


(2) 


(3) 


(4) 


(5) 


wl} . 


Enter in the heading of colum J immediately 
above the word "Factor" the quotient obtained 
by dividing the total 1937 cotton acres in the 
heading of column I into the number of pounds 
of cotton eligible for payment in the heading 
of column J, This figure should be rounded to 
the nearest hundredth of a pound, 


Enter on each line in column J for which there 

is an entry in column I the product (rounded 

to the nearest whole pound) obtained by multiply- 
ing the factor entered in the heading of column J 
by the number of acres in column Hi 


Enter in column K on the line on which the symbol 
"lbs" appears, the excess, if any, of the amount 
on that line in column J over the amount on that 
line in column H, If the amount on any line in 
column H exceeds the amount on that line in column 
J, enter a zero on such line in column K and delete 
enough of the amounts in columns C through G 
beginning with the most recent date of sale prior 
to September 10, 1937, and working to the left 
until a sufficient number of pounds on that line 
have been deleted to reduce the total number of 
pounds not deleted on that line in columns C to G, 
to an amount not in excess of the total amount 
entered for that line in column J. “Them if ithe 
sum of the amounts which have not been deleted 

on any line in columns C to Gis less than the 
amount on that line in column J, enter above the 


amount last deleted an amount sufficient to make 


the sum of all amounts on that line in columns ¢ 
to G equal to the amount on that line in column J. 


In the upper part of each line in columns C to G 
and in column K for which there is entered in the 
lover part of that line an amount ‘hich is not 
deleted, enter the product obtained by multiplying 
each such amount by the rate shorm in the heading 
of the respective column, (If CAP-103B is used, 
the number of pounds shall be entered on alternate 
lines so that the product thus obtained may be 


entered on the line immediately above the pounds). 


Enter in column L for each applicant in-the upper 
half of the space the total of all the amounts of 


LS 


(6) 


NG PONS 
money in columns C through G and in column K 
for such applicant, 


Make no entry in the heading of column L in cases 
of this nature. 


If there were no sales prior to September 104 41957, 
proceed as follows: 


(1) 


(2) 


(3) 


(4) 


Enter in the heading of column L immediately below 
the words "Total amount of payment" the amount 
obtained by multiplying the cotton eligible for 
payment in the heading of column J by $0'03< 


Enter in the heading of column L immediately 
above the word "Factor" the quotient (rounded 

to the nearest hundredth of a cent) obtained 

by dividing the 1937 cotton acres in the heading 
of column I into the total amount of payment in 
the heading of column L, 


Enter on each line in column L the product (rounded 
to the nearest cent) obtained by multiplying the 
factor in the heading of column L by the acroage 
share on cach line in column I, 


If only one person is interested in all of the 
acreage shorm in column I, enter in column L 
opposite the name of such person the total amount 
of payment showm in the heading of column L, 


If the plantation pool method as described in CAP-105 was 
used and the words "Cotton sold on plantation pool basis" 
or other appropriate vording has been inserted below the 

salesentries, make no computations on CAP-103 and attach 

an RF-104 thereto, 


Upon completion of all of the computation vork in connection 
with Forms CAP-10%, sign and enter the date on NCOR-124 and 
release the lot to a review clerk, 


Instructions to Review Clerk 


Review all computations in connection with Forms CAP-103 


following the instructions to Computing Clerks set aManguiae ert! 
Sectronely OL tis yrara alr, 
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III, Instructions for Release of Transmittals. 


1. 


Prepare RF~103 in duplicate, Bnter in the right-hand 
corner the State and county code, . Enter the letter "CAP" 
following the form number in the upper left-hand corner 
of the fotm, inter the words "Zxamination Unit" aftor 
the words "Release to" and enter the date benoath the 
title of thé form, “Intér in“column (a) the lot numbers 
of the lots in the transmittal, and enter in column (bd) 
the number of cases in each lot, Make no entries in 


. columns (c) to (g), Reloase all Forms CAP-103 together 


_. with a copy. of. NCR+124 to the ‘Ixamination Unit, Obtain 


the signature of a representative of .the Sxamination Unit 
on the original of RF-103 and release such hae eos 
RF-~103 to the Records Unit, 


putea LA. ete 
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UNITED STATS DEPARTMENT OF AGRICULTURE . _ 
AGRICULTURAL ADJUSTMENT ADMINISTRATION — 
NORTH CENTRAL DIVISION 


PART III — BXAMINATION UNIT. 
CLERKS. iy. 
, © Tne personre? of the Examination Unit stall consist of examina 


tion clerks and review clerks, All clerks in the Bxamination Unit 
shall use blue pencil, 


ORRORS AND CORRECTIONS 


If in the examination of CAP-103 an error is found, prepare 
and attach RF-104 to such CAP-103 indicating thereon the nature of 
the error, Indicate on RF-104 the entry as corrected and the incor- 
rect entry. If any error is found which affects the amount of payment 
due under CAP-103, draw a light line through the incorrect entry and 
insert in lieu thereof the correct entry, CAP-103 will be submitted 
in triplicate and consequently it will be necessary to examine the 
original and copies of such forms, Make all additions or corrections 
necessary on the duplicate yellow copies of CAP-103 to make such 
copies agree with the original, All of such additions and corrections 
on the original application must be made in bluc pencil, Complete 
the examination of CAP-103 even though such form is to be suspended, 


I, Instructions for Examination of CAP-103, 

1, Determine that the following data appear in the upper 
right-hand corner of CAP-10%3, Make such entrics if the 
necessary data are available, 

a, The State and county code and serial number, 
b,. The vork sheet number, 

c, The number of Forms CAP-103A attached, 

ad, The number of Forms CAP-103B attached, 

e, The number of Forms CAP-104 attached, 

2. Determine that no deletions or alterations have been made in 
any of the printed matter appearing on CAP-103, except the 
word |Ndidv onoldi dimot in (Sectien: Vcofachr-10%, 


3, Determine that the operator or the person designated by the 
county committee has signed in Section I in the space pro- 


see oe 


vided for his signature and that a date has been entered 
opposite his signature, Check the signature of a person 
against his printed name, if any, in Section IV, follov— 
ing the procedure set forth in NCR-State 108, Part II, 
Section IX, Determine that such signature is affixed in 
accordance with the instructions set forth in AUP. 1G" 


Determine that the farm has been adequately identified 
in Section II, 


Make the following determinations with respect to Section IV: 


a, 


Be 


Designate the names of all applicants entered in 
column 4 as they are to appear on the check and 
determine that an address is shown for each name, 
Proceed in accordance with the procedure set forth 
in NCR-State 108, Part II, Section IX and Part Le 
Section I, 


Detcrmine that the name(s) of the 1938 opcrator(s) 
has been entered in the space above column A, 


Determine that a properly executed CAP-104 (in 
duplicate) is attached for cach person shown in 
column A as being a 1938 operator, if such person 
is shown as being interested in the cotton grow 
on the farm in 1937 and has failed ‘to sign in 
Section I of CAP-103, 


Determine that a date not later than September 9, 
1937, has been entered in the heading of columns C 
through G, 


If tro or more interested persons are shovm in 
column A, determine that the 1937 cotton acreage share 
for each person is entered in column I, 


If the plantation pool method as describod in CAP-105 
was used, and the words "Cotton sold on plantation pool 
basis" or other appropriate wording has been inserted 
below the sales ontries, refer tho case to the Director 


of the North Central Division for furthor instructions, 


Determine that each correction which tends to increase 
the payment to be made to any person has been initialed 
by the member of the county committce who signed in 
Section V or if such committceman is not available 


i. 


pala 5 


that such correction has been initialed by another 
member of the county committee and a statement is 


attached indicating that the other committeeman is 
unavailable, 


Circle the amount in column L for any person if 


(1) 


(3) 


The word "deceased" or "incompetent" has been 
entered opposite such person's name in column A, 


The word "Out" has been entered in column B 
opposite such person's name. 


Such person is the 1938 operator of all or part 
of the farm and did not sign in Section 1 of 


_CAP-10% or on CAP-104, 


There is a statement from the county committce 


indicating that such person is the 1938 operator 


of another farm and failed or refused to execute 
CAP-~104, 


The address of an spplicant has not been enterod 
in column A, 


There is attachod to CAP-103 an RF-102 indicating 
that such person is indebted to tho United States 
Government, 


When the payment to any person is disallowed because of 
one or more of the reasons (othor than No, (2)) set 
forth in the preceding paragraph h, prepare a pencil 
copy of CAP-107 as follows and then refer it to a 
typist for preparation of an original and three copies 
thereof, 


(1) 


Entor in the upper right-hand corner the State and 
county code and scrial number, 


(2) Enter the Administrativo No, in the space provided 
for the Administrative Voucher No, The administra- 
tive number is the State and county code followed 
by the lot number shown on NCR-124, 

(3) Make no entry at this timo in the space provided 


for the Disbursing Office Vouchor No, 


ee 


Dilitts 


(4) Enter the name and address of the applicant and 
to the right thereof under the word "Amount" 
enter the circled amount shovwm in column L of 
CAP-103, opposite the name of such applicant, 
‘Do not circle the amount on CAP-107, 


(5) Inter an "X" in the applicable box(es) to 
- indicate the reason(s) for disallowance of the 
applicant's payment, 


j. After Form CAP.107 has been prepared by the typist 
obtain the signature of the certifying officer on 
the original and all copies of such form and enter 
the date of certification, 


6 Make the following determinations with respect to Section V. 


a, Determine that a disinterested member of the county 
committee has signed in the space provided for his 
Signature and that a date has beon entered to the left 
of such signature, Prepare and attach RF-104 if the 
person who executed Section I signed in a ropresenta~ 
tive or fiduciary capacity and the date appearing 
opposite his signature is lster than the date appearing 
in Section V opposite the signature of the county com- 
mitteeman, 


b. Determine that the secretary of the county agricultural 
conservation association has signed and that a date has 
been entered to the left of his signature, 


7, Upon completion of the examination vork in connection with 
all Forms CAP-103 in the lot, sign and enter the date in 
the space provided therefor in Section III of NCR-124 and 
release NCR-124 and Forms CAP-103 to a review clerk, 


Instructions to Reviey Clerks, 


Roviev all Forms CAP-103 in the lot in accordance with 
the instructions sot forth for the examination of such forms 
and upon completion of such review work, sign in Section III 
of NCR-124 and release all forms to the person designated to 
release the transmittal to the Payment Schedule Unit, 


Instructions for Release of Transmittal of Forms CAP.103, 


Prepare RF-10%3 in triplicate, Enter in the upper right- 
hand corner tho State and county code, Enter the letters "CAP" 
folloving the form number in the upper left-hand corner of tho 
form, If there are no susponsions enter the ~ords "Payment 


Asie 


Schedule Unit" in the space following the words "Release to" 
and enter the date in the second line beneath the title of 
the form, If there are suspensions, enter the words "Payment 
Schedule Unit and Clearance Unit" in the space following the 
words "Release to", Enter in column (a) the lot numbers of 
the lots in the transmittal and enter in column (b) the 
number of approved Forms CAP-103 in each lot, Znter in 
column (c) tho number of suspended cases and enter in columns 
(a) to (g), inclusive, the serial numbers of all suspended 
cases, Release approved Forms CAP-103, together with the 
originals of NCR-124 and the copy of RF-103 to the Payment 
Schedule Unit and release all suspended Forms CAP-103, to- 
gethor with a copy of RF-103 to the Clearance Unit, Obtain 
the signature of a reprosontative of the Payment Schedule 
Unit and a representative of the Clearance Unit on the 
original of RF-103 and forvard it to the record clerk in the 
Records Unit, Scat 


e 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION | 
NORTH CENTRAL DIVISION . 


PART IV, ‘PAYMENT SCHEDULT UNIT 
TSI SS a a on ra oe ce aaa are er 


The personnel of the Payment Schedule Unit shall consist ‘of adding 
Clerks, typists, and review Clerks, ; 


Instructions to Adding Clerks, 
et SEL AS VLETKS 


Totals may be obtained on an adding machine or comptometer, 


If an adding machine is used, the adding machine tape shall be 
attached to the NCR-124 covering the lot for which totals were 
obtained, Label all totals, If a comptometer’is used, enter the 
total on a slip of paper and attach such slip of paper to NCR-124, 
Obtain the following totals: 


ibs 


eZ, 


1. 


Obtain the total number of applications in the lot in connection 
with which payments are to be scheduled, 


Obtain for each lot the total number of payees who are to 
receive a payment, 


Obtain the total of all of the uwnencircled amounts in Section 
IV, column L of CAP-103 for each lot. 


If there are less than 300 persons for whom a payment is to be 
scheduled, obtain the sum of the totals for column L for all 
lots in the entire transmittal, In the event there are more 
than 300 persons for whom a payment is to be scheduled, divide 
the transmittal into two or more groups of not more than 300 
names each and obtain a separate total for each group. 


Instructions to Typists, 


Upon receipt of a lot of Forms CAP-103, prepare Forms CAP~108 
in quintuple (original on CAP-108 and four copies on CAP-108a 
for each lot, ) 


a, anter in the space immediately following the word "State" 
the name of the State shown on NCR-124, 


b, Unter in the space following the word "county" the name 
of the county shovm on NCR-124, 


Enter in the’ space immediately following the words "Ad~ 
ministrative Mo," the State and county code’ and lot number 
shown on NCR-124, For example, if the State and county 
code shorm on NCR-124 is 44-013 and the sheet number of 
NCR-124 is on the administrative number to be entered will 
be 44-013-7, 


Enter in the first space immediately following the vords: 
"Sheet No," the sheet number beginning with number 1 for 
the first sheet of a lot and. numbering all sheets for 
each lot consecutively, Zntor in the second space on 
each sheet for the lot immediately folloving the word 
"of" tho numbor of sheets to be prepared for the lot, 


Mnter in column (a) the scrial number for each CAP-103 in 
the lot, A serial number vill be entered for each payee 
or group of payees who are to receive a payment .even 
though this may necessitate the repetition of serial © 
numbers, 


Enter in column (b) the name and.address of cach payee. 
whose name appears in column A of CAP-103 and ‘opposite 
whose name there is an unencircled amount in column L. 


Enter in column (c) the amount shovm in column L for cach 
payee whose name appears in column Ch) 


Make no entries in column:(d); Znter at tho bottom of the 
last sheet of CAP-108 in column (a) the total number of 
Forms CAP-103 in the lot and enter in column (‘c) the total 
of all of the amounts in column (c), These amounts will 
be shown on the adding machine tape or sheet of paper 
attached to NCR-124, 


_If the lot consists of Forms CAP-~107 which do not involve 


indebtedness to the United States Government, prepare a set ~ 
of Forms CAP-~108 for such lot in the regular manner, -- , 


After a set of Forms CAP-108 ‘has been completed, prepare .. 


..CAP-109 in triplicate (original on CAP-109 and two copics 


on CAP-109a), 


a 


b, 


Make no entry in the space for the Disbursing Office Voucher 
number, 


Rnter in the space following the words "Administrative No," 
the administrative number shown on CAP_108, 


Snter in the space folloving the vord "Office" on the left- 
hand side of the form, the name of the office in which the 
form is being prepared, 


eas &, 
d, Enter in the space provided therefor to the right of the 


words "Number of applications" the number of Forms CAP-~103 
or CAP-107 in the lot, | 


®. Snter in the space following the words "Prepared at" beneath 
the name of the office, the name of the city and State in 
which the State office is located, 


f, inter in the central part of the forn immediately below 
the words "Persons named on attached continuation sheet 
(payees)" the name of the first payee shown on the first 
sheet of CAP-108, If more than one name has been listed 
on CAP.108, enter the phrase "ct al," after the name entered 
on CAP.109, 


8. Inter in the spaces provided therefor in the certification 
the numbers of the first and last pages of the set of CAP-108, 


h, Gnter in the space following the word "aggregating" and 
following the "$" the total of all the amounts in column 
(c) of CAP-108, This amount will be shown on the adding 
machine tape or slip of paper attached to NCR-124, 


i, Enter in tho space following the word "Title" the title of 
the certifying officer such as "Administrative Officer in 
Charge" or "Administrative Officer Acting in Charge," 


Je Unter in the space following the word "Date" the date of 
preparation of CAP_109, 


Whon Form CAP-108 and CAP-109 have been completed for a lot, sign 
and enter the date in the spaces provided therefor in Section III 
of NCR-1l24 and release the lot to a review clerk, 


Upon receipt of Forms CAP-108 and CAP.109 from a reviow clerk, 
prepare Form 1064 in septuple (original and six copies), The 
transmittal will be divided into groups containing a number of 


lots which will agercgate approximately 300 names, 


a, Enter in the first space in the upper left-hand corner 
of the form immediately above’ the words "Department or 
Establishment" the word "Agriculture," 


b. Inter in the first space in the upper central part im 
mediately above the words "Bureau or office" the letters 
"AAA," and the name of the State office, 


d Cc, inter in the second space’ in the upper left-hand corner 


immediately following the word "By" the name "G, F, Allen," 


ae 


| Enter in the Second space in the upper central part ‘im 
mediately above the words "Title or rank" the words: 


"Chief Disbursing Officer," 


Enter in the second space in the upper right-hand corner. 
immediately above the word "Station" the name of the city 
and State in which the Regional Disbursing Office is 
located, All cotton price adjustment payments in the 
North Central Region will be made from the St. Louis, 
Missouri Disbursing Office, 


Enter in the third space in the upper left-hand corner 
immediately following the word "Period" the name of the 
month in which it is expected that the payments scheduled 
on Form 1064 will be made, 


Enter in the third space in the upper right-hand corner 
immediately following the words "Symbol No," the number 
78-474, 


Inter in the fourth space in the upper left-hand corner 
immédiately following the words "Bureau Schedule No," 
the bureau schedule number, Obtain this number from the 
person in charge of the Payment Schedule Unit" who shall 
keep a register of bureau schedule numbers, Number the 
first schedule "37-CAP-1", the second "37-CAP-2", otc, 


Enter in the fourth space in the upper right-hand corner 
immediatcly following the word: "Date" the date of 
preparation of Form 1064, 


Make no ontrics in the first two columns, | 


Snter in the column entitlod "Bureau or Office Voucher 
No," the administrative number shown on each sheet of 
Form CAP109 covered by Form 1064, 


After entering the administrative numbor for a set of 
Forms CAP-109, enter on the same line in the column 
entitled "Payce!" the name of the payee as shovm on such 
sheet of Forms CAP-109, 


Inter to the right of the name of the payee in the column 
headed "Payee", the number of payees in the lot, etnies 
number is shovm on the: step of paper SUsT ae ts to ‘NOR-124, 


Snter in the column headed "Symbol of fic ie te ee or 
Fund", "12-2100(21)3, (1937 CAP) 0351", This symbol number 
need’ sna be repeated opposite each item listed on Form 1064, 


O, Enter in the column entitled "Amount"! the amount entered in 
the certification on CAP-~109, 


Pp. Obtain a total for all of the amounts in the column headed 
"Amount," 


uy 


q.- inter at the bottom of the form above’ the word "Title" the 


title of the certifying officer, 


III, Instructions to Review Clerks, 


1. 


2. 


103 


Review clerks shell work in pairs, 


Upon receipt of a lot from the typist, verify the names of the 
State and county on Form CAP-108 by checking such entries 
against the corresponding data on NCR-~124, 


Determine that the correct administrative number has been entered 
on CAP-108 by checking the State and county code and lot number 
on NCR-124, 


Verify the serial numbers on CAP-108 by checking such serial 
numbers against the serial numbers on Forms CAP-103 in the lot, 


Verify the names and addresses of all persons whose names have 
been entered in column (b) by checking such data against the 
corresponding data on Forms CAP-103, 


Verify the total in column (c) on the last sheet of CAP_108 
and in the certification of CAP-109 by checking against the 
adding machine tape or slip of paper attached to NCR-~124, 


Verify all entries on CAP_109, 


If a large number of errors has been made on a set of forms, 
return the forms to the typist and have a new set prepared, 
Otherwise, make such corrections ss are necessary, When a 
new set of forms has been prepared and reviewed in accordance 
with the instructions contained herein, the original set 
containing the errors shall be destroyed, 


After all forms have been reviewed and found to be correct, 
initial all Forms CAP-~109 and CAP_109a in tho lower left-hand 
corner, Sign end entor the date in the spaces provided therefor 
in Section III of NCR-124 and release the lot or lots with 
Forms CAP-108 and CAP-109 to a typist. 


Upon receipt of Form 1064 from the typist, check all entries on 
such form and correct any errors which have been made, Initial 
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all Forms 1064 in the lower left-hand corner, Release Forms 
1064 and all lots covered by Forms 1064 to the person designated 
to release schedules to the General Accounting Preaudit Office, 


IV, Instructions for Release of Lots, 


1, 


When the review work in connection with all lots covered by 
Form 1064 has been completed, the original Form 1064 shall 

be referred to the State accountant to be stamped "Funds 
availablo" and thereafter the original CAP-109 and the original 
Form 1064 shall be signed by a certifying officer, The certi- 
fying officers will be persons duly authorized to sign such 
forms, “kon the forms have been signed, detach the second copy 
of each sheet of CAP-108 in the set and the second copy of each 
sheet of CAP-109 in the set and tho second copy of Form 1064 and 
forvard such forms to the State accountant, If the lot consists 
of cases which were previously suspended by the General Account- 
ing Office, the lot numbor will be in the 500 series or 1500 
series and the original and one copy of a preaudit difference 
statement should be attached to each case, Remove the copies 

of preaudit difference statements and forward them to the State 
accountant with the copies of CAP-108, CAP-109, and Form 1064, 


Remove the carbon paper, from all forms in the lot and withdravw 
the following forms.for the General Accounting Preaudit Office, 


a. Form 1064 (original and five copies). Stamp on the third 
copy of Form 1064 "Forward to Records and Accounts Section, 
Aon A.G wasninegton, —p. O." 


b, CAP-109 (original and one copy) for each lot covered by 
Forn 1064, 


c, CAP-108 (original and three copies) for each lot covered by 
Form 1064, 


d, Originals of CAP-103, CAP-103A, CAP-103B, CAP-104, and 
- related forms in each lot covered by Form 1064, 


@, One copy of each CAP-107, 


'f, Fasten all of such forms in each lot oxcept Form 1064 by 


means of an Acco fastener or other comparable fastener, 


Prepare RF-103 in duplicate, Inter the State and county code 
in the upper right-hand corner and check the box marked 
"Applications for payment" in the first. line beneath the title 
of the form, Enter the words "General Accounting Preaudit 
Office" after the words "Release to" and enter the date in the 


meh a 


spaces provided therefor in the second line beneath the title 
of the form, Enter in column (a) the administrative numbers 

of all lots covered by Form 1064 and in column (b) the total 
number of Forms CAP-103 in each lot, Release 511 forms 
enumerated in paragraph 2 above, together with a copy of RF-103 
to the General Accounting Preaudit Office, Forward the 
remainder of the forms, together with the original of RF-103, 
to the Records Unit, 


=O 


UNITED STATES DOPARTMENT oF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CLINTRAL DIVISION 


PART V, CLEARANCE UNIT 
CLURKS 


The personnel of the Clearance Unit shall consist of file clerks, 
correspondence clerks, typists, and stenographers, All clerks in this unit 
should become thoroughly familiar with the instructions in Parts I to IV, 
inclusive, of this NU?-State 108 (CAP), and with all other bulletins and 
instructions relating to the 1937 Cotton Price Adjustment Program, 


CASUS RUTURNUID TO COUNTY 


Suspended cases may be cleared by returning them to the county office 
by a field man, or accompanied by letters or Forms RF-104, setting forth the 
nature of the errors and outlining the procedure necessary to clear such 
cases, The original of the suspended case should be returned to the county 
whenever necessary but the State office file copy should always be retaincd 
in the Clearance Unit until the application has been corrected and is ready 
for payment, County committees shall be requested to return the original 
in every case even though a nev application is prepared, 


I, Instructions to File Clerks, 
esses el aeehendtndenets Riptide ech) Mieke eS | 


1, Stamp on the back of each picce of mail received in the 
Clearance Unit the date of receipt, 


2. When Forms RF-105 are received, assign such forms to typists. 


3. When Forms RF-104 are reccived showing corrections which were 
made on Forms CAP~103 assign such forms to correspondence clerks, 


4, All suspended cases received in the Clearance Unit will be 
listed on RF-103, Use tho reverse side of RF-103 to record 
the names of correspondence clerks to whom the suspended cases 
are assigned, Retain all Forms RF-103 in a separate file by 
countics as a record of cases handled in the Clearance Unit, 


5. Assign all suspended cases listed on one RF-103 to the same 
correspondence clerk unless there are more than 25 cases lis ted 
on such RF-103 in which case such suspended cases may be assigned 
to two or more correspondence clerks, 


6, Tho correspondence clerk will prepare a letter in connection 
with each suspended case which is to be mailed to the county 


a, 


Bie 


— On 


office unless Form RF~104 is to be used in lieu of a letter, 
and the case together with the letter or Form RF-104 will 


_be returned to the file clerk, If a letter has been prepared, 


forward such letter to the person authorized to sign mail in 
the State office, 


If suspended cases are to be taken to the county office by a 
field man, indicate such fact on RF~103, 


Upon receipt of a reply to correspondence relative to a 
suspended case match such reply with the suspended case to 
which it relates and assign such suspended case to a corre- 
spondence clork, ‘Whenever possible, assign a suspended case 
for which a reply is received to the correspondence clerk who 
previously handled the case, 


If a correspondence clerk finds that the suspension of any case 
was unwarranted or if the cause for the suspension of any case 
is removed without returning such case to the county office, 
such correspondence clerk will enter the notation "suspension 
unwarranted" or "cause for suspension removed", as the case may 
be, on the RF-104 attached to such case and return such case to 
the file clerk, 


‘Maintain a general county file for each county, Place in such 
- file, copies of all letters, Forms RF-104, and Forms RF-105 


mailed to the county office, 


When suspended cases have been corrected or when the reason 

for suspension has beon removed, the serial numbers of such 
cases shall be entored on NCR-124, Unter the letters "CAP" 

to the right of the form number in the upper left-hand corner 
of the form, The first sheet number for a county shall be 301 
for cases involving APS suspensions, 501 for regular cases 
involving GAPO suspensions, and 1501 for cases involving Forms 
CAP-107 suspendod by the GAPO, and shcets shall be numbered 
consecutively thereafter for each county, After Form NCR-124 
has been prepared, prepare Form RF-103 in duplicate, Enter 

in the upper right-hand corner the State and county code, 

Enter the letters "CGAP! following the form number in the upper 
left-hend corner of the form, Enter the vords "Payment Schedule 
Unit" after the words "Released to" and enter the date bencath 
the title of the form, Inter in column (a) tho. shect number 
assigned to NCR-124 ond enter in column (b) tho number of cases 
in the lot, Obtain the signature of a representative of the 
Payment Schedule Unit in the space provided on the original 
RF-103, Release Forms CAP-103 or CAP-107, together with the 
first copy of RF~103 and NCR-124 to the Payment Schedule Unit, 


ielg: 


0 B. 


Instructions to Correspondence Clerks, 


1, 


Upon receipt of suspended cases examine such cases to determine 
whether they should be returned to the county office and if so, 
whether it is necessary to write a letter to explain the reason 
for suspension or whether a copy of RF-104 will furnish suf- 
ficient explanation of the reason for suspension, 


If it is determined that a suspension is unwarranted write the 
word "suspension unwarranted" on the RF-104 attached to such 
case and cotain the initials of the person in charge of the 
Application for Payment Section or any other person authorized 
to initial such cases on such RF-104 after which the suspended 
case may be released to the file clerk, 


If it is not deemed necessary to return a suspended case to the 
county office, take such steps as are necessary to obtain the 
information needed to clear the case, When such information 

is obtaincd write the words "cause for suspension removed" on 
RF-104 ,and after obtaining the initials of the person in 

charge of the Application for Payment Section or any other 
person authorized to initial such Poeees release such case 

to the file clerk, 


Then RF-104 is to be used in lieu of a letter, release the 
RF-104 to a typist in order that a typewritten copy of such 
form may be prepared, When the case is returned by the typist, 
release such case to the file clerk, 


If an APS suspension is corrected in the State office and such 
correction results in an increase in payment to any person, 
return such application to the county office in order that the 
corrections thereon. may be initialed by. a member of the county 
committee, 


Upon receipt of a General Accounting Preaudit Office suspension 
examine such case to determine the reason therefor, If the 
correction of an error in computation results in an increase 

in payment to any person, prepare. a new application and forward 
such application to the county office for signatures in Section 
I and Section V, When the corrected application is signed and 
returned, prepare a reply to the preaudit difference statement; 
obtain the signature of the certifying officer thereon: and 
release the case to the file clerk, If the General Accounting 
Office suspension is due to an crror of any other kind, examine 
the cause for suspension and take appropriate steps to clear 
the case for payment, In all cases prepare a reply to the 
preaudit difference statement attached to the case and obtain 


* 


em 


the signature of the certifying officer thereon before returning 
it to the file clerk for resubmittal to the.General Accounting 
Preaudit Office, 


If Forms CAP-~107 are received, examine such forms to determine 
whether all necessary forms and statements are attached and 
whether further consideration of the case for payment is 
warranted, / Phe 


a, All Forms CAP-104 and Supporting statements must be in 
duplicate and must contain a request for payment signed 
by the person who signed in Section I -of CAP-103, or by 
the person to whom payment is to be made, Such request 
may be typed on CAP-104 above the Signature of the person 
making the request, 


b. If payment was disallowed because a person is deceased or 
incompetent, the statement reauesting payment must be sub 
mitted by the persons designated in Section 41 of CAP-105 
as successors in intorest or by the person who signed in 
Section I of CAP-103, 


c, If payment is approved the original of CAP-107 shouldbe 
forwarded to the General Accounting Preaudit Office and 
the copy retained in the State office,» The names of the 
payees should be inserted on CAP.107, The name of the 
applicant originally cntered on CAP-107 should be deleted 
when such name is not applicable, 


If Forms CAP-107 are recoived accompanicd by Forms RF-102 
showing that the applicant is indebted to the United States 
Government, proceed as follows: 


a, If the indebtedness is to tne AA, OT Soka proceed 
as follovs: 


(1) Enter immediately below the name and address of the 
applicant the words "Treasurer of the United States! 
and enter in parenthesis below such words the name of 
the governmental agency to whom the applicant is 
indebted; c.g., "Indobtod to AAA", "Indebtced to FSA", 
otc., and also indicate the appropriation which is to 
be credited, 


(2) Delete the amount opposite the name of the applicant 
on CAP-107 and enter in licu thereof the amount by 
which the deleted amount exceeds tho applicant's 
indebtedness, 


(3) 


(4) 


= B= 


Enter to the right of the words "Treasurer of the’ 
United States", the smaller of the deleted amount. 
opposite the name of the applicant and the applicant's 
indebtedness to the United States Government, 


The adjustment of the Register of Indebtedness and the 
preparation of voucher and schedule forms in connection 
with such cases shall be in accordance with the procedure 
set forth in Part IV of NCR-State 108 (CAP) and in Part 
Via of NCR-State 108, . 


If the indebtedness is to the F.C.A. or other bureau of the 
United States Government other than a bureau of the Depart— 
ment of Agriculture, proceed as follows: 


(1) 


(2) 


(3) 


(4) 


Determine that a supplemental CAP-103 has been executed 
and that such supplemental form agrees with the original. 


Prepare Forms ACP-25 for such cases in accordance with 
the instructions set forth in NCR-State 108, Part VIa, 


Prepare a letter to the Chief of the Claims Division 
of the General Accounting Office setting forth that 
the remaining applicants listed on CAP-103 have been 
paid and indicate the Disbursing Office Voucher No, 
under which such payments were made, 


The adjustment of the Register of Indebtedness in 
connection with such cases shall be in accordance 
with the procedure set forth in Part VIla.of NCR-State. 108, 


NCR-State 108 Issued November 24, 1937. 
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The personnel of the Computation Unit shall consist oF Soe eae 
clerks, review clerks, and record clerks. | t hilaac. a | 
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Sata 


Except as otherwise provided herein, whenever a computation results 
in a negative mmber, enter zero (0) and not the negative number. For 
example, if 67.5 is to be subtracted from 46.5, enter zero (0) and not 
the negative number (-21.0). 


Except as otherwise provided herein, all computations relative to 
acres, percentages, and amounts of money shall be carricd to three decimal 
places and rounded to two decimal places. If a computation results ina 
mamber which contains more than three decimal places, disregard all figures 
beyond the third decimal place. In rounding numbers to two decimal places, 
fractions amounting to five thousandths (0.005) or less shall be dropped 
and fractions-amounting to six thousandths (0.006) or more shall be 
considered as a hundredth of a unit. For example, if the result of a 
computation is 


(a) 8.4765, disregard the figure in the fourth decimal place 
(6) and enter 8.48, 


(db) 8.4759, disregard the figure in the fourth decimal place 
(9) and enter 8.47. : 


If in any county there are no cotton or tobacco soil-depleting bases 
established, no cotton or tobacco planted in 1937, and no dryland farms, 
cotton farms or sharecropper farms, it will be possible to compute by a 


short cut method the conserving payment for persons who have an interest 
in more than one farm‘in the countye In such counties follow the regular 


procedure with the following exceptions: 


(1) Make no computations in Section II, items 16, 17, and 18 of NOR-117. 


(2) Make no entries or computations in Section VII, colums (g), (h), 
and (i) of NCR-117A. 


(3) Make no entries or computations in Section IX, items l to 6, 
inclusive, of NCR-117B. 


(4) Enter in section Ix ,. item /7 of NOR~117B, one-half of the 
entry in Section VIII, item 5(e) of NCR-1L7B. 


I. Instructions to Computing Clerks for Making Computations on NOR~116. 


1. Make computations with respect to Section II as follows: 


Bee 
Complete the computations in. column (a) before making computations 
er columne ale Cb), cr. ale (e). If the farm is a nondiversion 
farm, make no entries.or computations for items 3, 4, 5, and 8. 
If the farm is a diversion farm, make entries or computations for 
all items. Proceed as follows: 
a. Column (ad) - General — 
(1) Obtain 3(d) by subtracting from 1(a) the entry in 2a). 
(2) obtain 4(a) by multiplying 1(a) by O.15. 
(3) Enter in 5(d) the smaller of 3(d) and 4(d). 
(4) Obtain 7(d) by multiplying 6(d) by the county rate 
shown at the top of Section II beneath the title of the 
section. | ait Bh ees : 
(5) Obtain 8(4) by multiplying 5(d) by 7(d). 
(6) Obtain 9fa) by subtracting from 2(d) the entry in 1(d). 
(7) Obtain 10(a) by multiplying 7(d) by 9(4). 
b. Column (a) - Cotton 
(1) Obtain 3(a) by subtracting from l(a) the entry in 2(a). 
(2) Obtain 4(a) by multiplying 1(a) by 0.35 unless 1(a) is 
5.7 or less, in which case enter 2.0 or 1(a), whichever 
is smaller. 
(3% Enter in 5(a) the smaller of 3(a) and 4(a). 
(4) Obtain 7(a) by miltiplying 6(a) by $0.05 and then 
subtracting from such product one-half of the entry 
in 7(d). If there is no entry in 6(a), obtain such 
entry by multiplying 6(d) by. the average yield of cotton 
per acre for the county. 
(5). Obtain 8(a) by multiplying 5(a). by. 7a). 
(6) Obtain 9(a) by subtracting from 2(a) the entry in l(a). 
(7) Obtain 10(a) by multiplying 7(a) by 9a). 
ce Column (bd) - Tobacco 
(1) Obtain 3(b) by subtracting from 1(b)-the entry in.2(b). 
(2) Obtain 4(b) by multiplying 1(b) by 0.25, unless the type 
of tobacco shown in the box heading of column (b) 


is dark air-cured. If the type of tobacco is dark- 
air-cured, obtain 4(b) by multiplying 1(b) by 0.30. 


- 


De 


ae: aes 
(3) Enter in 5(>) the smaller of 3(b) and 4(d). 
(4) Obtain 7(b) as follows: 


(a) For Burley - Multiply 6(»b) by $0.05 and subtract 
therefrom one-half of the entry in 7(d). 


(b) For cigar-leaf - Multiply 6(b) by $0.03 and subtract 
therefrom one-half of the entry in 7(d). 


(c) For dark air-cured - Multiply 6(b) by $0.035 and 
subtract therefrom one-half of the entry in 7(d). 


(a) If there is no entry in 6(b), obtain such entry by 
maltiplying 6(d) by the average yield of the specified 
type of tobacco per acre for the county. 

(5) Obtain 8(b) by multiplying 5(b) by 7(d). 

(6) Obtain 9(d) by subtracting from 2(b) the entry in 1(»d). 

(7) Obtain 10(b) by multiplying 7(>) by 9(»). 

(8) If the word “eotton" has been stricken from the box 
heading of column (a) and the name of a type of tobacco 
inserted in licu thereof, repeat for such column (a) the 
computations outlined for column (bd). 

ad. Cclumn (c) - Corn 
(1) Obtain 9(c) by subtracting from 2(c) the entry in l(c). 
(2) Obtain 10(c) by multiplying 9(c) by 7(d). 

ee Column (e) - Total 

(1) Obtain 5(e) by adding 5(a), 5(b), and 5(d). 

(2) Obtain 8(e) by adding 8(a), 8(b), and 8(d).° 

(3) Obtain 9(e) by adding 9(a), 9(b), and 9(d).- 

(4) Obtain 10(e) by adding 10(a), 10(>d), 10(c), and 10(d). 

Mske computations with respect to Section III as follows: 

If the farm is a dryland fam or a nondiversion farm, make no 
entries or computations in Séction III. If the farm is a diversion 
nondryland farm, proceed as follows: 


a. Obtain item 3 by subtracting from item 1 the entry in item 2. 


be Obtain item 5 by adding items 3 and 4. 


De 
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c. Enter in item 6 the result obtained by subtracting from 5(e) 
of Section II, the entry in 9(e) of Section II. 


d. Enter-in item 7 the smaller of items 5 and 6-6 


e. Obtain item 8 by multiplying the entry in item (a) of 
Section II by 0.5. 


f. Obtain item 9 by multiplying item 7 by item 8. 
Make computations with respect to Section IV as follows: 


a. Obtain 1(d) to 6(d), inclusive, by multiplying the entries 
in 1(b) to 6(b) by the corresponding entries in 1(c) to Sue). 


be Obtain 7(ad) by adding the entries in 1(d) to 6(a), inclusive. 
Make computations with respect to Section V as follows: 


If the entry in 7(d) of Section IV is zero (0), make no entries 
or computations in Section V. If the entry in 7(d) of Section 
IV is not zero (0), complete Section V as follows: 


ae Obtain the entrics for items 1(c) to 9(e), inclusive, by 
multiplying the entries in l(a) to 29(a) by the corresponding 
entry in the column which has not been deleted. For example, 
if columns (c) and (d) have been deleted, 1(e) shall be 
obtained by multiplying i(a) by 1(»). 


be Enter in 4(a) the entry in item 6 of Section III. If the 


farm is a dryland farm, enter in 4(a) the entry in 5(e) 
of Section II. 


c. If columns (b) and (d) have been deleted, enter in 4(c) the 
result obtained by multiplying 7(d) of Section II by 0.667. 


d. Obtain 10(e) by adding the entries in l(c) to Q(e), inclusive. 
e. Enter in 11(c) the entry shown in 11(b), 11(c), or 11(4), 
whichever has not been deleted. For example, if columns (b) 
and (ad) have been deleted, enter $10.00 in 1l(e), or if 
columns (b) and (¢) have been deleted, enter $20.00 in 11(e). 
f. Enter in 12(e) the larger of 10(e) and 11(e). 


Make computations with respect to Section VI as follows: 


a. Obtain item 3 by dividing item 2 by item 1. Express the 
result as a percentage. 


b. Enter in item 5 either 100.00, 50.00, or 0, whichever is 
applicable. Determine which is applicable as follows: 


Be 


(1) 
(2 


be aaa 
Bnter 100.00 if item 3 is 40,00 or more: 


Enter 100.00 if item 3 is less than 40/00 but not 
less than 20.00 and item 4 is "No." 


Enter 50.00 if item 3 is less than 40.00 but not less 
than <0.00 and item 4 is "Yes." 


Enter 50.00 if item 3 is less than 20.00 and item 4 is "No." 


Enter zero (0) if item 3 is less than 20.00 and item 4 is 
"Yes," 


ce Obtain item 7 by multiplying item 6 by the sugar beet factor, 
shown to the right of the title of Section VI. 


c 


ds Obtain item 8 by miltiplying item 1 by item 5 and then 
miltiplying the product by item 7. Do not round fractions 
until the final product has been obtained, 


Make computations with respect to Section VII as follows: 


aes Column (a) - Total 


(1) 


If the farm is not a share-rented cotton or sharecropper farn, 
make no entries in l(a), 2(a) and 3(a). If the farm is a 
share-rented cotton farm or sharecropper farm, make entries 
in l(a), 2(a) and 3(a). Proceed as follows: 


(a) Enter in l(a) the entry in 8(a) of Section II. 
(b) Enter in 2(a) the entry in 8(b) of Section II. 
(c) Enter in 3(a) the entry in 8(d) of Section II. 
(d) Enter in 4(a) the entry in.8(e) of ‘Section LI. 
(e) Enter in 5(a) the entry in item 9 of Section III. 


(f) Enter in 6(a) the entry in 7(d) of Section IV or 
the entry in 12(e) of Section V, whichever is smaller. 


(¢) Enter in 7(a) the entry in item 8 of Section VI. 
(h) Obtain 8(a) by adding 4(a), Bla: 6(a), and 7(a). 
(i) Enter in 9(a) the entry in 10(e) of Section II. 


(j) Obtain 10(a) by subtracting from 8(a) the entry in 9(a). 


ae 3 


b. Columns (b) and (e)” 


ay 


(2) 


If the farm is not a share-rented cotton farm or a share- 
cropper form and if no entry appears in 7(a) of Section 


VII, or if the entry in 7(b) is the same as the entry in =. 
/10(b), procecd as follows: © 


(a2) Obtain 10(c) by, miltiplying 10(a) by 10(d). 
(b) Obtrin 1l(c) by multiplying 10Ce) voy 1.10. 


(c) Obtain 12(c) by miltiplying 11(c) by the percentage 
shown in the title heading of item le. 


(a) Obtain 13(c) by subtracting from 1l(c) the entry 
im 120): : 

If the farm is not a share-rented cotton farm or a share- 

éropper farm and if there are entries in A(b), 5(b), SCbR: 

"(b), and 9(b), proceed as follows: | : 

(a) Obtain 4(c) dy multiplying 4(a) dy Ab). 


(b) Obtain 5(c) by multiplying 5(a) by 5(b). 


(e) Obtain 6(c) by multiplying 6(a) by 6(b). 


(a) Obtain 7(c) by multiplying 7(a) by 7(d). 
(e) Obtain 8(c) by adding 4(c), 5(c), 6(c), and 7(c). 
(f) Obtain 9(c) by multiplying 9(a) by 9(b). 


(2) Obtain 10(c) by subtracting from 8(c) the entry in 
9(c). 


(nh) Obtain 11(c) by multiplying 10(c) by 1.10. 


(4) Obtain 12(c) by multiplying 11(c) by the percentage 
shown in the title heading of item le. 


(j) Obtain 13(c) by subtracting from 11(c) the entry in 
12le). 


If the farm is a share-rented cotton farm or sharecropper 
farm, proceed as follows: 


(2) Obtain 1(c) by multiplying.1(a) by 1(d). 
(b) Obtain 2(c) by multiplying 2(a) by 2(»). 
(c) Obtain 3(c) by multiplying 3(a) by 3(»d). 


(a) Obtain 4(c) by adding l(c), 2(c), and 3(c). 


Sy Meets 


(e) Obtain 5(b) by dividing 4(c) by 4(a). 
(f) Obtain 5(c) by multiplying 5(a) by 5(»). 
(¢) Obtain 6(c) by multiplying 6(a) by 6(b). 
(h) Obtain 7(c) by multiplying 7(a) by 7(»). 
(i) Obtain 8(c) by adding 4(c), 5(c), 6(c), and 7(c). 
(j). Obtain 9(b) by dividing 8(c) by 8(a). 
(k) Obtain 9(c) by multiplying 9(a) by 9(»). 
wi Ge) eta IEC by subtracting from 8(c) the entry in 
9(c). 
(m) Obtain 1l(c) by multiplying 10(c) by 1.10. 
(n) Obtain 12(c) by multiplying 11(c) by the percentage 
in the title heading of item 12. 
(0) ia 13(c) by subtracting from 11(c) the entry in 
LeCOLs 


> 


II. Instructions for Making Computations on NCR-117. 


1. If the farm covered by NCR-117 is a share-rented cotton farm 
or a sharecropper farm, an NCR-116 will be attached to such 


NCR-117. In such case, proceed as follows: 


Make the computations with respect to Section II of NCR-116 
as set forth in Section I, paragraph 1 of this Part IV. 


Oe 


If the entry in 10(e) of Section II of NCR-116 is zero (0), 
make no entries or computations in Sections III, IV, V, and VI 
of NCR-116, but maké computations with respect to Section VII 
of NCR-116 through item 5 as set forth in Section I, paragraph 
6 of this Part IV and transfer the entry in 5(b) of Section 
VII of NCR-116 to 14(d) of Section II of NCR-117. 


If there is an entry other than zero (0) in 10(e) of Section 

II of NCR-116, make the computations with respect to Sections 
III; IV, V, and VI and with respect to Section VII, items 

1 to 9, inclusive, of NCR-116 as set forth in Section I of this 
Part IV and transfer entries from Section VII of NOR-116 

to Section II of NCR-117 as follows: 


(1) 


Ce 


If there is an entry other than zero (0) in 10(a) of 
Section II of NCR-116, enter in 8(a) of Section II 

of NCR-117 the entry in 9(b) of Section VII, of NCR-116. 
If the entry in 10(a) of Section II of NCR-116 is zero 
(0), enter in 8(a) of Section II of NCR-117 the entry 
in l(b) of Section VII of NCR-116. 


—_ 


(2) If there is an entry other than zero (0) in 10(b) of 
Section II of NCR-116, enter in 8(b) of Section II of 
NCR-117 the entry in 9(b) of Section VII of NCR-116. 
If the entry in 10(b) of Section II of NCR-116 is 
zero (0) enter in 8(b) of Section II of NCR-117 
the entry in 2(b) of Section VII of NCR-116. 


(3) If there is an entry other than zero (0) in 10(ec). of 
Section II of NCR-116, enter in 8(c) of Section II of 
NCR117 the entry in 9(b) of Section VII of NCR-116. 

If the entry in 10(c) of Section II of NCR-116 is zero 
(0) enter in 8(c) of Section Il of NCR-117 the entry 
in 3(b) of Section VII of NCR+116. 

(4) If there is an entry othcer than zero (0) in 10(4) 
of Section II of NCGR-116, enter in 8(d) of Section II 
of NCR-117 the entry in 9(b) of Section VII of NCR-116. 
If the entry in 10(d) of Section II of NCR-116 is zero aon 
enter in 8(d) of Section II of NCR-117 the entry in 3(b) 
of Section VII of NCR-116. 


(5) Enter in 14(d) of Section II of NCR-117 the entry in 5(b) 
of Section VII of NCR-116. 


Make computations with respect to Section II as follows: 

Complete the computations in column (d) before making computations 

in columns (a), (b), (c), and (e), If the farm is a nondiversion 

farm, make no entries or computations for items 12 to ee, 

inclusive. If the farm is a dryland farm, make no entries 

or computations for items 13 to 22, inclusive. If the fam is 

a diversion nondryland. fam, make entries and computations 

for all items. Proceed as follows: 

a. Column (a) - General. - 
(1) Cbtain 3(4). by subtracting from 1(a) the entry in 2(a). 
(2) Obtain 4(d) by subtracting from 2(d) the entry inal 
(3) Obtain 5(d) by multiplying De duechy ow din. 


(4) -Qbtain 7(d) by multiplying 6(d) by the county rate. 
shown beneath the title of Section II. 


(5) Obtain 9(d) by multiplying 7(d) by 8(4). 

(6). Obtain 10(a) by Sebati 2(d) by 9(a). 
(7) Obtain 11(a) by aoe ian) by 9(d). 
(8) Obtain 12(4) by multiplying 5(d) by 9(d). 


(9) Obtain 13(d) by maltiplying 7(4) by 0.5. 


pa 2 ee 

(10) Obtain’ 15(d) by multiplying 13(a) by 14(d). 

(11) Obtain 16(a) by multiplying 3(4) by 15(d). 

(12) Obtain 17(d) by multiplying Aa) pyr i eCdyy 

(13) Obtain 18(4) by multiplying 5(a) by 15(d). 

(14) Obtoin 20( a) by multiplying (a) by 19(d). 

(15) Obtain 21a) dy multiplying Aka weby19(d) « 

(16). odtain 22(a) by multiplying 5(a) by 19(d). 

b. Column (a) - Cotton. 

(1) Obdtein 3(a) by subtracting sie 1(a) the entry in 2(a). 
(2). Obtain 4(a) by subtracting from 2(a) the entry in l(a). 
(3). Obtain 5(a) by multiplying l(a) by 0.35 unless (a) is 


5.7 or less, in which ease, enter 2.0 or l(a), whichever 
is the smaller 


(4) Obtain 7(o) by multiplying 6(a) by $0.05 and then sub- 
tracting therefrom the entry in 13(d). If there is no 
entry in 6(a) obtain such entry by multiplying 6(da) by 
the average yield cf cotton per acre for the county. 

(5) Obtain 9(a) by multiplying 7(a) by 8(a). 

(6). Obtain 10(a) by multiplying 3(a) by 2(a). 

(7): Opbadm-Lite) my maltiplying A(a) by 9(a). 

(8) Obtain 12(a) by multiplying 5(a) by 9a). 

(9) Obtain 16(a) by multiplying 3(a) by 15(d). 

(10) Obtein 17a) by moltiplying 4(a) by 15(d). 

ak) Once 18(a) by multiplying 5(a) by 15(d). 

(12) Obtein 20(a) by multiplying 3(a) by 19(d). 
Ria) Obtain 2l(a) by multiplying 4(a) by 19(d). 

(14) eaalhstigd 22(-) by multiplying 5(a) by 19(d). 

c. Column (b) - Tobacco. 
| (1) Obtain 3(b) by subtracting from 1(b) the entry in 2b) 


(2) Obtain 4(b) by subtracting from 2(b) the entry in 1(b). 


(3) Obtain 5(bd) by multiplying 1(d) by 0.25 unless the type 
of tobacco is dark air-cured. If the type of tobacco is 
dark air-cured, obtain 5(b) by miltiplying 1(b) by 9.30. 
(4) Obodtain 7(bd) as follows: 


(a) For Burley ~- Multiply 6(b) by $0.05 and subtract 
therefrom one-half of the entry in 7(d). 


(0) For cigar-leaf - Multiply 6(b) by $0.03 and subtract 
therefrom one-half of the entry in iG) » 


(c) For dark air-cured - Multiply 6(b) by $0.035 and sub- 
tract therefrom one-half of the entry in 7(d). 


(a) If there is no entry in 6(d), obtain such entry oy 
multiplying 6(d) by the average yield of the specified 
type of tobacco per acre for the county. 

(5) Obtain 9(b) by multiplying 7(b) by 8(d). 

(6) Obtain 10(b) by multiplying 3(d) by 9(bd). 
(7) Obtain 11(b) by miltiplying 4(b) by 9(d). 
(8) Obtain 12(>) by miltiplying 5(b) by 9(b). 
(9) (Obtain 16(b) by multiplying 3(b) by 15(d). 

(10) Obtain 17(d) - multiplying 4(b) by 15(d). 

(11) Obtain 18(b) by multiplying 5(b) by 15(d). 

(12) Obtain 20(d) by multiplying 3(>d) by 19(d). 

(13) Obtain 21(>d) by multiplying 4(b) by 19(d). 

(14) Obtain 22(b) by miltiplying 5(b) by 19(d). 

(15) If the word "cotton" has been stricken from the box 
heading of column (a) and if the name of a type of 
tobacco has been inserted in lieu thereof, repeat for 
column (a) the computations outlined for column (0d). 

d. Colum (c) — Corn. 
(1) Obtain 3(c) ry subtracting from 1(c) the entry in 2(c). 
(2) “Obtain 4(c) ee subtracting from 2(c) the entry in l(c). 
(3) Obtain 9(c) by multiplying 7(d) by 8(c). 
(4) Obtain 10(c) by miltiplying 3(c) by 9(c)- 


(5) Obtain 11(c) by multiplying 4(c) by 9(c)-. 


re ee 
€. Column (e) = Total. 
(1) Obtain 3(e) by subtracting from l(e) the entry in 2(e). 


Make the computations with respect to Section III as follows: 

If the farm is a dryland farm or a nondiversion farm, make no 
entries or computations in Section III. If the farm is a diversion 
nondryland farm, proceed as follows: 


Obtain item 3 by subtracting from item 1 the entry in item 2. 
- Obtain item 5 by adding items 3 and 4. 

Enter in item 6 the entry appearing in 3(e) of Section II. 

- Enter in item 7 the smaller of items 5 and 6. 

- Enter in item 8 the entry appearing in 15(d) of Section II. 

- Obtain item 9 by multiplying item 7 by item 8. 


BEOe Os GQ) OF. 


Make computations with respect to Section IV as follows: 


a. Obtain 1(d) to 6(d), inclusive, by multiplying 1(b) to 6(>d) 
by the corresponding entries in 1(c) to 6(c). 


5. Obtein 7(d) by adding the entries in 1(d) to 6(d), inclusive. ‘ 
c. Obtain 9(d) by miltiplying 7(d) by 8(d). 
Make computations with respect to Section V as follows: 
a. Obtain 1(e) to 8(e), inclusive, by multiplying the entries 
in l(a) to 8(a) by the corresponding entries in the column 
which has not been deleted. 
od. Obdtain 9(e) by adding the entries in 1(e) to 8(e), inclusive. 
Ce Obdtain 1l(e) by multiplying 9(e) by 10(e). 
Make computations with respect to Section VI as follows: 


a. Obtain item 3 by dividing item 2 by item 1. Enter the result 
as a percentage. 


b. Enter in item 5 either 100.00, 50.00, or O whichever is 
applicable. Determine which is applicable as follows: 


(1) Enter 100.00 if item 3 is 40.00 or more. 


(2) Enter 100.00 if item 3 ig less than 40.00 but not 
' less than 20.00 and item 4 is 'No!l!, 


(3) Enter 50.00 if item 3 is less than 40.00, but not less 
than 20.00 and item 4 is "Yes". 


(4) Enter 50.00 if item 3 is less than 20.00 and item 4 is "No", 


(5) Enter zero (0) if item 3 is less than 20.00 and item 4 is 
yest, 


eae 


c. Obtain item 7 by multiplying item 6 by the sugar beet factor 
shown to the right of the title of Section VI. ae 


d. Obtain item 9 by multiplying item 7 by item 8. 


e. Obtain item 10 by multiplying item 1 by item 5, and then 
miltiplying the product by item 9. Do not round fractions 
until the final product has been obtained. 


Upon completion of the computations in connection with all Forms 
NCR-116 and NGR-117 in the lot, sign and enter the date in the 
spaces provided therefor in Section III, item 7 of NCR-119 and 
release the Forms NGR-116, NCR-117, and NOR~119 to a review clerk. 


NI 


III. Instructions to Computing Clerks for Making Computations on NCR-l17A. 
1. General. 


a. Obtain subtotals for columns (d) to (1), inclusive, for 
all entries opposite which the code 1 is entered in column 
(2) and the word "general" is entered in column (b). 


b. Obtain subtotals for columns (d), (e), and (f) for all 
entries opposite which the code 2 is entered in colum (a) 
and the word "general" is entered in column (bd). 


c. Enter in the first blank space below the subtotals for code 2, 
the sum of the subtotals for codes 1 and 2. For columns 
(zg) to (1), inclusive, this subtotal will be the same as the 
subtotal for code 1. 


d. Obtain a subtotal for column (e) for all entries opposite 
which the code 3 is entered in column (a) and the word "general" 
is entered in column (b). 


e. Obtain totals for columns (m), (n), (0), and (p) for all en- 
tries opposite which the word "general" is entered in column 
(b). ) | 


ae COrn. 


a. Obtain a subtotal for columns (d) and (e) for all entries 
opposite which the codes 1 and 2 are entered in column (a) 
and opposite which the word "corn" is entered in column (bd). 


dD. Obtain a subtotal for column (e) for all entries opposite 
which the code 3 is entered in column (a) and the word "corn! 
is entered in column (bd). 


Dee GOucOns 


a. Obtain a subtotal for colums (d) to (1), inclusive, for all 
entries opposite which the code 1 is entered in column (a) 
and the word "cotton" is entered in column (bd). 


b. Obtain a subtotal for column (e) for all entries opposite 
which the code 3 is entered in column (a) and the word "cotton!" 
is entered in column (bd). 


18. 


4. Tobacco. ety, ee 


a. Obtain a subtotal for columns (d) to (1),’ inclusive, for all 
entries opposite which the code 1 is entered in column (a) 
and the word "tobacco!" is entered in colum (b). Obdtain 
separate subtotals for each type of tobacco. ~ 


b. Obtain a subtotal for column (e) for all entries opposite which 
the code 3 is entered in column (a) and the word "tobacco" 
is entered in column (bd): Obtain separate suototals for each 
type of tobacco. ge 


5. Enter each of the above totals and subtotals in the first blank 


space beneath the data which are added to. obtain such totals and 
sudtotals. ; 


Iv. Instructions to Computing Clerks for Making Computations on NCR-1175. 
1. Make entries and computations with respect to Section VIII as follows: 
a. Colum (a) - Cotton. 
(1): Enter in 1(a) the subtotal of column (da) of Section VII 
for the entries opposite which code 1 is entered in 
column (a) and the word "cotton" is entered in column (0). 
(2) Enter in 2(a) the subtotal of column (e) of Section VII 
for the entries opposite which code 1 is entered in 
column (a) and the word "cotton" is entered in column (0). 
(3) Obtain 3(a) by subtracting from 1(a) the entry in 2(a). 
(4)° Enter in 4(a) the subtotal of column (f) of Section VII 
for the entries opposite which code 1 is entered in colum 
(a) and the word "cotton" is entered in column (0). 
(5) Enter in 5(a) the smaller of items 3(a) and 4(a). 
(6) Obtain 6(a) by subtracting from 2(a) the entry in 1(a). 
-(7)°*Enter in 7(a) the subtotal of column (e) of Section VII 
for the entries opposite which code 3 is entered in column 
(1) and the word "cotton" is entered in column (0). 
.b, Column (0) - Tobacco. 
(1) Enter in 1(bd) the subtotal of column (da) of Section VII, 
for the entries opposite which code 1 is entered in 
column (a) and the word "tobacco" is entered in colum (0). 
(2) Enter in 2(b) the subtotal of colum (e) of, Section VII 
for the entries opposite which code 1 is entered in 


column (a) and the word "tobacco" is entered in column (Ga, 


(3) Obtain 3(b) by subtracting from 1(b) the entry in 2(d). 


~]4— _ 


Enter in 4{b) the subtotal of colum (f) of Section VII . 
for the entries opposite which code 1 is entered in 
colum (a) and the word "tobacco" is entered in colum (0). 


Enter in 5(b) the smaller of items (bo) and 4(d). 
Obtain 6(b) by subtracting from a(o) the entry in 1(»). 


Rnter in.7(bd) the subtotal of column (e) of Section VII 
for the entries opposite vhich code 3.is entered in colum 
(a) and the word "tobacco" is entered in column (0). 


If data for a.second type of tobacco are entered in Section 
VII, strike the word "cotton" in the heading of Section 
VIII, colum (a), enter in lieu thereof the name of such 
second type of tobacco, and repeat the steps outlined for 
colum (bd) in this subparagraph b. | > Ga Ric al 


Column (c) - Corn. 


(1) 


(2) 


Enter in l(c) the subtotal of colum (d) of Section VII 
for the entries opposite which codes 1 and 2 are entered 
in column (a) and the word "corn" is entered in .column (b)s 


Enter in 2(c) the subtotal of colum (e). of Section VII 
for the entries opposite which codes 1 and 2 are entered 
in column (a) and the word "corn" is entered in column gewh 


Obtain 6(c) by subtracting from 2(c) the entry in 1(c). 
Enter in 7(c) the subtotal of column (e) of Section VII 


for the entries opposite which code 3 is entered in column 
(a) ond the word "corn! is entered in column (b); 


Column (d) - General. 


(1) 


(2) 


(3) 
(4) 


(5) 
(6) 


Enter in 1(d) the subtotal of column (d) of Section VII 
for the entries opposite which codes 1 and 2 are entered 
in colum (a) and the word "general" is entered in colum (bd). 


Enter in 2(d) the subtotal of colum (e) for the entries 


opposite which codes 1 and 2 are entered in column (a) and the 


word "general" is entered in column (bd). 

Obtain 3(d) by subtracting from 1(d) the entry in 2(d). 

Enter in 4(d) the subtotal of column (f) of Section VII 

for the entries opposite which codes 1 and 2 are entered 

in column (a) and the word "general" is entered in column (b). 


Enter in 5(d) the smaller of items 3(d) and 4(d). 


Obtain 6(da) by subtracting from 2(d) the entry in 1(d). 


a) 


ae 


ce 


ew TR = 


(7) Enter in 7(a) the subtotal of colum (e) of Section VII 


for the entries opposite which code 3 is entered in 
colum (a) and the word "general" is entered in column 


Quine 


Column (e) - Total. 


( 
( 
( 
( 


HH OJ 0) 


) 
) 
) 
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Obtain 5(e) by adding 5(a), 5(b),. and 5(d). 
Obtain 6(e) by adding 6(a), 6(b), 6(c), and 6(d). 
Obtain 7(¢), by adding 7(a), 7b), vic),.and..7(d):. 
Obtain 8(e) by adding 6(e) and 7(e). 


ec. Make entries and computations with respect to Section IX as follows: 


Colum (a) — Cotton. 


(1) 


Enter in l(a) the subtotal of column (zg), Section VII, 
for the entries opposite which code 1 is entered in 
column (a) and the word "cotton! igs entered in colum (bd). 


Enter in 2(a) the subtotal of column (h) of Section VII, 
for the entries opposite which code 1 is entered in 
colum (a) and the word "cotton" is entered in column (bd). 
Obtain 3(a) by subtracting from l(a) the entry in 2(a). 
Enter in 4(a) the subtotal of colum (i) of Section VII 
for the entries opposite which code 1 is entered in 
colum (a) and the word "cotton" is entered in column 

(Dye 


Enter in 5(a) the smaller of items3(a) and 4(a). 


Obtain 6(a) by subtracting from 2(a) the entry in l(a). 


Column (b) —- Tobacco. 


(1) 


(2) 


Enter in 1(b) the subtotal of column (g) of Section VII 
for the entries opposite which code 1 is entered in 
column (a) and the word "tobacco" is entered in column (0). 


Enter in 2(b) the subtotal of column (h) of Section VII 
for the entries opposite which code 1 is entered in colum 
(a) and the word "tobacco" is entered in column (bd). 
Obtain 3(b) by subtracting from 1(b) the entry in 2(d). 
Enter in 4(b) the subtotal of colum (i) of Section VII 
for the entries opposite which code 1 is entered in column 
(a) and the word "tobacco" is entered in column (bd). 


Enter in 5(b) the smaller of items 3(bd) and 4(d). 


Obtain 6(b) by subtracting from 2(b) the entry in 1(0). 


(7) 


wee Ae Sy 


If data for a second type of tobacco are entered in 
Section VII strike the word "cotton" in the heading of 
Section IX, column (a) and enter in lieu thereof the 
name of such second type of tobacco and repeat the steps 
outlined for column (b) in this subparagraph b. 


c. Column (c) ~ General. 


G8 


(2) 


Enter in l(c) the subtotal of column (g) of Section 
VII, for the entries opposite which ‘code 1 is entered in 
column (a) and the word "general" is entered in column (bd). 


Enter in 2(c) the subtotal of column (h) of Section VII 
for the entries opposite which code 1 is entered in column 
(a2) and the word "general" is entered in column (b). 
Obtain 3(c) by subtracting from 1(c) the entry in 2(c). 
Enter in 4(c) the subtotal of column (i) of Section 

VII, for the entries opposite which code 1 is entered in 
column (a) and the word "general! is entered in column (c). 


Enter in 5(c) the smaller of items 3(c) and 4(c). 


Obtain 6(c) by subtracting from 2(c) the entry in 
l(c). 


d. “Column Cd) — foetal. 


Obtain 5(d) by adding 5(a), 5(b), and 5(c). 

Obtain 6(d) by adding 6(a), 6(b), and 6(c). 

Obtain 7(d) by subtracting from 5(d) the entry in 6(4a). 
Enter in 8(d) the total of column (m) of Section VII. 
Enter in 9(d) the smaller of items 7(d) and 8(d). 


3. Meke entries and computations with respect to Section X as follows: 


ae.) Colum (a) = Cotton. 


(2) 
(2) 


(3) 
(4) 


(5) 
(6) 


Enter in l(a) the subtotal of column (3) of Section VII 
for the entries opposite which code 1 is entered in 
column (a2) and the word "cotton" is entered in column (he) 


Enter in 2(a) the subtotal of column (k) of Section VII, 
for the entries opposite which code 1 is entered in 
column (2) and the word "cotton" is entered in column (b). 


Obtain 3(a) by subtracting from l(a) the entry in 2(a). 


Enter in 4(a) the subtotal of column (1) of Section VII 
for the entries opposite which code 1 is entered in 
column (a) and the word "cotton" is entered in column (b), 


Enter in 5(a) the smaller of items 3(a) and 4(a). 


Obtain 6(a) by subtracting from 2(2) the entry in l(a). 


cae ae | 


b. Column (b) = Tobacco. 


de 


(2) 


Enter in 1(b) the subtotal of column (j) of Section VII, 
for the entries opvosite which code 1 is entered in 
column (a) and the word "tobacco! is entered in column (b). 


Enter in 2(b) the subtotal of colum (k) of 
Section VII for the entries opposite which code 1 
is entered in colwan (a) and the word "tobacco" 
is entered in column (b). 


Obtain 3(b) by subtracting from 1(b) the entry in 2(b). 
Enter in 4(b) the subtotal of column (1) of Section VII 
for the entries opposite which code 1 is entered in 


column (2) and the word "tobacco" is entered in column (b). 


Enter in 5(b) the smaller of items 3(b) and 4(b). 


‘Obtain 6(b) by subtracting from 2(b) the entry in 1(b). 


If data for a second type of tobacco are entered in 
Section VII, strike the word "cotton" in the heeding of 
Section. X,/column.(e), enter in liew thereof the name 

of such second type of tobacco, and repsat the steps out-— 
lined for column (0) in this subparagraph b. 


Column (c) + General. 


Enter in l(c) the subtotal of column (j) of Section 
VII for the entries opposite which code 1 is entered in 
column (a) and theword ''general" is entered in column (b). 


. Enter in 2(c) the subtotal of column (k) of Section VII 


for the entries opposite which code 1 is entered in 


‘column (a) and ‘the word "general" is entered in column (b). 


Obtein 3(c) .by subtracting from 1(c) the entry in 2(c). 
Enter in 4(c) the subtotal of column (1) of Section VII 
for the entries opoosite which code 1 is entered in 

column (a) and the word "general" is entered in column (b). 


Enter in 5(c) the smaller of items 3(c) and 4(c). 


Obtein 6(c) by subtracting from 2(c) the entry in l(c). 


Column (da) - Total. 


(1) 
(2) 
(3) 


Obtain 5(d) by adding 5(a), 5(b), and 5(c). 
Obtain 6(d) by adding 6(a), 6(b), and 6(c). 


Obtain 7(d) by subtracting from 5(d) the entry in 
6(d) and then multiplying such difference by $1.00. 


AER os 
(4) Enter in 8(d) the subtotal of column (d) of Section VII 
for the entries opposite which code 2 is: entered in 
column yy and the word "ceneral" is entered in column (b). 
(5) “Enter in 9(a) the subtotal of Set ae (e) of Section VII 
for the entries opposite which code 2 is entered in 
column (a) and the word "general" is entered in column (b). 
(6) He EN 10(4) by subtracting from (a) the cutee in 9(d). 
(7) Hates in 11(d) the subtotal of Baan (f). of Section VII 
for the entries opposite which code 2 is entered in column 
~: (a) and the word “gencral" is entered in column (b). 
(8) Enter in-12(d) the smaller of items 10(d) and 11(d). 
(9) Obtain 13(d) by maltiplying 12(d) by 0.667. 
(10) Enter in 14(d) the total of column (0) of Section VII. 
(11). Enter in 15(a) the sum of items 7(d), 13(d), and 14(a) 
unless such sum is less than $10,00 in which event enter 
LS 1O700% 
(12) Enter in 16(d) the total of column (n) of Section VII. 
(13) Enter in 17(d) the smaller of 15(d) and 16(da). 
Section XI - Grand SUMMALY. 
ae Enter in item.1 the entry in 5(e) of Section VIII. 
b. Enter,in item 2 the entry in 9(d) of Section IX. 
ce Enter in item 3 the entry in 17(d) of Section X. 
de Hnter in item 4 the total of column (p) of Section VII. 
e. Obtain item 5 by adding items ey ty eo, WELT AL 
_£. Enter in item 6 the entry in 8(e) of Section VIII. 
g.. Obtain item 7 by subtracting from item 5 the entry in item 6. 


he Obtain-item 8 by multiplying item 7 by 1.10. 


is Obtain item 9 by multiplying item 8 by. the percentage shown 
in the title heading of item 9. 


js Obtain item 10 by subtracting from item 8 the entry initem 9. 


Vidis 
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Upon scompletion of the computations in connection with all Forms 
NCR-117A and NCR-117B in a lot, sign and enter the date in the 
spaces provided therefor in Section III, item 10 of NCR-119 and 
release the lot to the record clerk. 


Instructions to Review Clerks. 


In making corrections, draw a line through the incorrect entry and 
insert the correct entry in the nearest available space. If a large 
nunber of errors is found refer the form to the person in charge 

of the Computation Unit so that a new form may be prepared. 


1. 


hts 


Upon receipt of a lot containing Forms NCR-116 and NCR-117, verify 
the computations on all such forms, following the instructions 
to computing clerks set forth in Sections I and II of this Part IV. 


Prepare and attach an RF-104 to each NCR-116 on which the entry in 
Section VII, item 13(c) is less than fifty cents ($0.50). 


Upon completion of the review of Forms NCR-116 and NCR-117, sign 
and enter the date in the spaces provided therefor in Section III, 
item 8 of NCR-119 and release the lot to the record clerk, 


Upon’ receipt of Forms NCR-117, NCR-117A, and NCR-117B, verify the 
computations on Forms NCR-117A and NCR-117B, following the instruc- 
tions to computing clerks set forth in Sections III and IV of this 
Part IV. Upon completion of the review of the Forms NCR-117, 
NCR-127A and NCR-117B for the same serial mumber, place the 

Forms NCR-117A on top of the Forms NCR-117 for such serial 

mumber and place NCR-117B on top of Forms NCR-117A for such 

s€rial number. 


Prepare and attach RF-104 to each NCR-117B on which the entry in 
Section XI, item l0isless than fifty cents ($0.50). 


Upon completion of the review of Forms NCR+-117, NCR-117A, and 
NCR-117B in a lot, sign and enter the date in the spaces provided 
therefor in Section III, item 11 of NCR119, and release the lot 
to the record clerk. 


Instructions to Record Clerks. 


Check Forms NCR-117 against NCR-118A as follows: 


ae Upon receipt of the Forms NCR~116 and NCR-117 in a lot, 
count the number of Forms NCR-116 and NCR-117 and check 
such totals against the totals shown on NCR-119. 


b. Arrange Forms NCR-116 and NCR-117 in seriak number order. 
ce Check the work sheet mumber on each NCR-117 against the 


copy of NCR-118A on file in the Computation Unit to determine 
whether an NCR-117 has been prepared for each farm in the 


ive 


eg ae 


county owned or operated by the person whose name appears 

on the NCR-117. Enter a check mark ( ) on NCR-118A to the &) 
right of the work sheet mumber which is shown on NOR-117 for Ne 
such person. If all other work shect numbers opposite the 

name of such person on NCR-118A have been checked, enter in the 
upper right-hand corner of such NCR-117 to the left of the 

name of the applicant the mumber in column (ec) of NCR-118A 

Opposite the namo of such person and encircle such mumber. 


Separate all Forms NCR-117 which have a circled number in 
the upper right-hand corner from those Forms NCGR-117 which 
do not have a circled number in the upper right-hand corner. 
File the Forms NCR-117 which do not have a circled 

mimber, in serial number order. List the scrial numbers 

of the Forms NCR-117 which do have a circled mumber, on the 
reverse side of NCR-119. 


Remove from the file all Forms NGR117 bearing the serial 
numbers listed on NCR-119. Determine that the number of 

Porms NCR-117 for each serial number is equal to the circled 
number which appears in the upper right-hand corner of the 
last NCR-117 which was checked against NCR-118A. Check the 
name of the applicant on all Forms NCR-117 bearing the same 
serial number to determine that all of such forms are for 

the same person. If any Forms NOR-117 for a serial number 

are missing, determine whether the records pertaining to the 
corresponding Forms NCR-114 indicate that such missing Forms 
NOR-117 have been prepared. If the records indicate that such 
forms have not been prepared, delete the serial number from 
NCR-119, remove the check marks from the work sheet mumbers on 
NCR-1184 for the Missing Forms NCR-117 and.file the Forms 
NOR-117 for such serial number. If the records indicate 

that such forms have been prepared but such forms cannot 

be located, obtain the corresponding Forms NCR-114 and 


_ prepare Forms NCR-117 in the regular manner. 


Arrange all Forms NCR-117 bearing the same serial number in 
the following order: 


(1) Forms NCR-117 covering diversion nondryland farms. 
(2) Forms NCR+117 covering diversion dryland farms. 
(3) Forms NGR-117 covering nondiversion farms. 


(4) Arrange Forms NCR-117 within each group in work sheet 
number order. 


Enter in the blank space following the words "block mumber'" 

on the first NCR-117 for a serial nunber the number "1", 

and number the remaining Forms NOR-117 bearing the same € 
serial number in consecutive order. Fasten all Forns 

NCR-117 bearing the sane serial number together. 


- 2al- 
ee Prepare NCR-117A as follows: 


a. Enter the State and county code and serial number and the 
name of the applicant in the upper right-hand corner. 
Obtain such data from Forms NCR-117. 


be General 
(1) Enter the word "general" on the first line in column (b). 


(2) Enter in column (c) in consecutive order the block 
mumbers of all Forms NCR-117 which cover diversion non- 
dryland farms and enter the code "1" in column (a) 
opposite such block numbers. Make additional entries 
in columns (a) to (p), inclusive, as follows: 


(a) Enter in column (d) the entry in 10(a) of Section II. 
(vb) Enter in column (e) the entry in 11(a4) of Section II. 
(c) Enter in column (f) the entry in 12(a) of Section 2 
(a4) Enter in column (g) the entry in 16(a) of Section II. 
(e) Enter in column (h) the entry in 17(a) of Section Il. 
(f) Enter in column (i) the entry in 18(a) of Section II. 
(g) Enter in column (j) the entry in 20(a) of Section II. 
(nh) Enter in column (k) the entry in 21(a) of Section II. 
(i) Enter in column (1) the entry in 22(da) of Section II. 
(j) Enter in column (m) the entry in item 9 of Section III. 
(x) Enter in column (n) the entry in 9(a) of Section IV. 
(1) Enter in column (o) the entry in l1(e) of Section V. 
(m) Enter in column (p) the entry in item 10 of Section VI. 


(3) Leave two blank spaces, enter in colunn (c) in consecutive 
order the block mumbers of Forms NCR-117 covering diversion 
dryland farms, and enter the code to" in column (a) 
opposite such block mumberse Obtain the entries for 
columns (a);.(e), (f£), Gn), (0), £and (p) as set forth 
above for diversion nondryland farms. Make no entries 
imiouaunaece). [ay euid ita pqael aan eae ue 


(4) Leave three blank spaces, enter in colunn (c) in con- 
secutive order the block numbers of Forms NCR-117 
covering nondiversion farms, and enter the code "3" 
in colunn (a) opposite such block numbers. Obtain the 
ontries for columns (e), (n), (0), and (p) as set forth 
above for diversion nondryland farms. Make no entries 
Poe era heyy nies Gi). ta), Cx), Vl) eum 


oe 1. Corn 


(1) Leave three blark spaces and enter the word "Corn" in 
column (b) if there is an entry in 1(c) of Section Tis 
If there igs no entry in l(c) of Section II, dis- 
regard this item (1). Enter in column (c) in con- 
secutive order the block numbers of Foms NCR-117 
covering diversion farms (dryland and nondryland), and 


(2) 


in column (a) opposite such block numbers enter code l 


or 2, whichever is applicable. 


additional’ entries: 


(a) 
(bd) 
(c) 


Enter in column 
Enter in column 
Make no entries 


Make the fo 


(ad) the entry in 10(c) 
(c) the entry in 11(c) 
in columns (f) to (p), 


Llowing 


of Section JI. 
of Sections. 
inclusive. 


Leave two 


blank spaces, enter in column (c) in consecutive 


order the block munbers of Forms NCR-117 covering non- 
diversion farms, and in column (a) omposite such block 
numbers, enter code 3. Make the follow.ng additional 
entries: 


(a) 
(bd) 


Enter in column (6) the. entry in 11(c) of Section II. 
Make no entries in column (d) or in columns (f) to (p), 
inclusive. 


Cra lO Duos 


C1) "Cotton" in 
2(a) 

a l(a) or 2(a) 
Enter in 

2ock numbers 


-_ ms and enter 


nter the ce 
1( 3) or 


Leave three blank svaces and 
column (b), if there ie an entry in 

of Section IT. «if eters! ya moe Satry 
of Section II, disrezard thie item 1). 
column (c)-in conseeut? 
of Forms NCI-11” 


the code 1 in colvmn 


= 


; 
covering 


(a) Enter in.colvmn (d) -the entry in 10(a) of Section II. 
(b) Bntarsn eeivemie) the venting Gnclila) of Section ZT. 
(ec) Baber an eolundief) the entry Ly I2Ca) of Sectionsli 
(ad) Enter in colucm (@) the entry in 16(a) of Section TE. 
‘(e) Enter in ‘column: (h} the entry in i7(s) of Section II. 
(f£) Emnser in’column (i) the entry in 18(a) of Section II. 
(z) Enter in column (3) the entry in 20(a) of Section TI. 
(h) Enter in:colwmn:(k) the entry in Pits) of Section: omy 
(3) Entor in cotvumn.(1) the entry in 22(a) of Section II. 
(j) Meke nd entries in columns:(m), (n), (0), and (p). 
(2) Leave: two bianic spaces;: enter in column (c) in consecutive 


7 1 


) 
‘order ‘the blesk mirbars of ‘Forms J 
sion f 


ORL? covering nondiver— 
farms with resoect to which there are entries in 2(a) 
of Section II, and in column (a) opposite such block mumbers 
enter code 3. If there are no Forms NCR-11L7 which have 
entries in 2(a) of Section II and which cover nondiversion 
farms, ERs soe this’ item (2). 


(a) 
“(b) 


Enter“in column tie the-entry in ll(a) of Section II. 
_Meke no entrics in column (d) or in columns (f) to 
“(p), inclusive. 


yy 


? 


Je 


~ 25 - | 


e. Tobacco. 


Ly 


(2) 


ae 


“Leave three blank spaces and enter in column (b) the word 
"tobacco" prefixed by the name of the type of tobacco 
if there are entries in 1(b) or 2(b) of Section II. 


If there are no entries in 1(b) or 2(b) of Section II, 
disregard this item (1). Enter in column (c) in 
consecutive order the block numbers of Forms NCR-117 
covering diversion farms with respect to which there 


are entries-in item 1(b) or 2(b) of Section II, and 


enter in column (a) opposite such block numbers the code l. 


Enter in column (d) the entry in 10(b) of Section II. 
Enter in column (e) the entry in 11(b) of Section II. 
Enter in column (f) the entry in 12(b) of Section II. 
Enter in column (g) the entry.in 16(b) of Section Il. 
Enter in column (h) the entry in 17(b) of Section II. 
Enter in column (i) the entry in 18(b) of Section II. 
Enter in column (j) the entry in 20(b) of Section II. 
Enter in column (k) the entry in 21(b) of Section II. 
Enter in column (1) the entry in 22(b) of Section II. 
Make: no entries in columns (m); (n); (0), and (p)- 


LO Og Os Pe me Le a 
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Leave two blark spaces, enter in column (c) in consecutive 
order the block numbers of Forms NCR-117 ccvering nondiver- 
sion farms in connection with which there are entries in 2(bd) 
of Section II of NGR-117 and enter in column (a) opposite 
such block mumbers the code 3. If there are no Forms 
NCR-117 which have entries in 2(b) of Section II and which 
cover nondiversion farms, disregard this item (2). 


(a) Enter in column (e) the entry in 11(b) of Section II. 
(bd) Make no entries in column (a) or in columns (f) to (p), 
inclusive. 


If data for a second type of tobacco have been entered 
in columns (a) and (bd) of NCR-117, repeat the steps 
outlined in items (1) and (2) of this subparagraph e for 
such second type of tobacco. 


Prepare NCR-117B as follows: 


ae Enter the State and county code and serial number in the upper 
right-hand corner. 


be Enter the name of the type of tobacco in the heading of column 


(VONP on Secblong vib +) licen. 


If there are two types 


of tobacco delete the word cotton and enter the name of the 
second type of tobacco in column (a) of Sections VIII, IX, and X. 


Cc. Print the name of the applicant on the first line in Section 
XII and enter the address of such applicant om the same line. 
Obtain such address from NOR-118A. 


a BR a 


d. Enter in the third, line of Section XII following the words 
"Blocks 1 to ___"' the mumber of Forms NOR-117 which have 
been prepared for the serial number. For example, if there are 
ten sheets of NCR-117, enter the number "10" in the blank 
“space. ‘Check this number with the number shown in column (c) 
of NCR-118A opposite the: name of the applicant. 


Upon completion of the entry work in connection with all Forms 


~NCR-1174 and NCR-117B in the lot; sign and enter the date in the 


- spaces provided therefor in Section III, item 9 of NCR-119 and 


De 


release the Forms NCR-117, NCR-117A, and NCR-117B in the lot 
to’ a computing clerk. Retain.the Forms NCR-116 in such lot. 


After the computiag and review work have been completed in con- 
nection with all Forms NCR-116, NCR-117, NCR-117A, and NCR-117B 
for a transmittal, prepare RF-102 for such forms. Enter in the 
upper right-hand corner the State and county code. Check the 

box marked "Application for Payment" in the line beneath the 
title of the form. Enter the words "Records Unit" in the space 
following the words "Release to" and enter the date in the second 
line beneath the title of the form. Enter in column (a) the lot 
numbers of the lots in the transmittal. Release the Forms NCR-116, 
NOR-117, NCR-1I7A, NCR-117B, NCR-119, and RF-102 to the Records 
Unit after obtaining the signature of a designated representative 
of the Records Unit on RF-102. 


~~ 


wae 


oN 


oat 


\ a ‘ - 


NCR-State 108 A Nie F : Issued November 26, 1937. 


UNITED STATES DEPARTWENT OF AGRICULTURE} 1 
AGRICULTURAL ADJUSTMENT ADMINISTRATION, ~ 
NORTH CENTRAL DIVISION 
; 6 As iT eo ‘ nr ~i\ 
a: ee $ . fw. PEGS -493/ 
PART V - PAYMENT SCHEDULE. UNIT 3 


The personnel of the Payment Schedule Unit shell cons} st of adding 
clerks, typists, and review clerks. Review clerks! shall: usebred ink... 
WCR-116 and NCR-117 shall be assigned’ to adding clerks by. lots. 


1. Instructions to Adding Clerks. 


Totals may be obtained on an adding machine or comptometer.; If 
an adding machine is used, attach the adding machine tape to the 
NGR-124 covering the lot for which the totals were obteined. Label 
all totals. If a comptometer is used, enter the totels on a slip 
of paper and attach such slip of paper to the NOR-le4. 


1. Obtain the total of the gross emounts for the lot by adding 
the entrics in Section VII, item 11 of all Forms NCR-116 
-and Section XI, item 8 of all Forms NCR-117B in the lot. 


2, Obtain the totel county associetion expense deductions for , 
the lot by edding the entries in Section VII, item 12 of all 
Forms NGR-116 and Section XI, item 9 of all Forms NCH-117B 
in tiie lot. ? | 7 


3. Obtain the total of the net payments for the lot by adding 
the entries in Section VII, item 13 of all Forms NCR-116 
and Section XI, item 10 of. all Forms NCR-11E7B in the lot. 


4, Determine that the sum of the totals obtained under paregrephs 
and 3 of this Section I is equal to tne total obtained 
under paragraph 1 of this Section I. If the sum of the totals 

obtained under paragraphs 2 and 3 does not equal the total 
obtained under paragraph 1, verify such totals. tf the sum 
of-the totals obtained under paragraphs 2 and 3 still docs 
not equal the total obtained under paragraph 1, verify the 
éntrics in Section VII, item 13 of all Forms WCR+116 and the 
entrics: in Section XI, item 10 of. all Forms NCGR-117B in:the lot. 


5. Verify the total obtained under paragraph 2 of this Section: 1 
by multiplying the total obtained under paregreph'1 by the rate 
of county association expense deduction. This rate mey be 
obtained from any NCR-116 in the lot, in Section VII in the 
title heading of item 12 or from any NCR-117B. in. the lot, in 
Section XI in the title heading of item 4. If the result of 
such multiplication differs by more than ten cents ($0.10) 
from the total obtained under paragraph ¢ of this Section I, 
verify the entries in Section VIL, item le of all Forms NCR-116 
and the ontries in Section XI, item 9 of all Forms NCR-117B in 
the lot. | ; 


Il. 
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If any correétions are made on an NOz-116 or NCR-117B, make the 
same corrections on the State office copy of such form. 


When all totals have been verified, sign and enter the date 
in the spaces provided in Section III, .item 8 of NCk-led and 
release the lot to a typist. 


Upon receipt of a set of Forms ACP-22, .obtain totals.for the 
columns entitled "Gross Amount", "Deduction" and "Net Amount 
Due." 


When totals have been obtained for an ACP-22, release the 
lot or lots to a typist.. 


Instructions to Typists. 


ae 


Upon receipt of a lot, prepere Forns ACP-~41C in quintuple 
(original on ACP-41¢ and: four copies on ACP-41Ca) for such lot. 


Qe 


Enter in the space immediately following the word "State''- 
the name of the Stete shown on NCOr-1e4. 


Enter in the space immediately following the word "County" 
the neme of the county shown on NCR-124; 


Enter in the spece immediately following the words "Admini~ 
strative Number" the State and county code and lot number 
shown on NOR-124. For example, if the State and county 
code shown on NCR-124 is 48-025, and the sheet number of - 
such NCn-124 is 37, the administrative number to be entered 
will be 48-025-37. 


Enter in the first space immediately following the words 


"Sheet No." the sheet number, beginning with number 1 for 


the first sheet of a,lot and numbering all sheets for such 

lot consscutively. Enter in the. second space on each sheet 

for the. lot immediately following the words "Sheet No." the 
nunber of sheets to be prepared for such lot. Such number may be 


_ obtained by dividing the number of cases in the lot by the 


number of cases which can be listed on one sheet. 


Enter in column (a) the serial. nunber shown on NCR+116 or 
NCR-117B. Do not enter the State and county code in column (a). 


Enter the name and address of the payee in the left half of 

column (b). The name of the payee to be entered in column (bd) 

is to be typed in the.s:me style as the name of such applicant is 
printed in Section IX of NCR-116 or Section XII of . 

NCn-117B, unless a different style is designated by the it 
examining clerk. In the latter case the examining clerk . 

will have either securely attached to such NOR~116 or 

NCx-117B a slip of paper designating thereon the payee's 

name as it is to appear on ACP-41C, or will have indicated 


A ie 
by brackets, ( ) that part of, the, payee's signature which 
is not to appear on ACP-41C. Entér the address of the payee 


pelow the name of such payee in column (b). 


Enter in column (c) of ACP-410 the net payment. Such figure 


for each NCGR-116 is shown in Section VII, item 13. Such 


figure for each NOR-117B is shown in Section XI, item 10. 


Make no entries in column (a) of ACP-41C. 


Enter on the last line of the last sheet of ACP-41C0 for the 
lot the total of the net payments for the lot. Obtain such 
total from the adding machine tape or slip of paper attached 
to NCR-124 by the adding clerk. 


After a set of Forms ACP-410 has been completed, prepare Form 
ACP-42 in triplicate (original on ACP-42 and two copies on 
AcP-42a) for such set. he 


ae 


de 


Enter in the second space in the upper right-hand corner 
immediately following the words, "Administrative No." the 
administrative number shown on ACP-41C. 


Enter in the space following the word "Office" on the 
left-hand side of the form the name of the office in 
which the form is being prepared. For example, if the 
form is being prepared in the State office in Ohio, enter 
the words "Ohio State Office". 


Enter in the space following the words "Prepared at" 
beneath the name of the office the name of the city and 
state in which the form is being prepared. For example, 
if the form is being prepared in the Ohio State office, 
enter the words "Columbus, Ohio". 


Enter in the central part of the form immediately following 
or immediately below the words "THE UNITED STATHS,. Dr. To: 
Persons namcd on the attached Contimation Sheet (Payees)", 
the name of the first payee shown on the first’ sheet of the 
set of Forms ACP-410 for the lot. If more than one name 
has been listed on ACP-410, enter the phrase "et al" after 
the name entered on A0OP-42. 


Enter in the spaces provided therefor in the second line of 
the certification, the mambers of the first and last pages 
of Forms ACF-41C in the set; for example, if there are three 
sheets of ACP-41C in the set, insert the figure "1" in the 
first space and fisure "3" in the second space. 


Enter in the space at the end of the fourth line in the 
certification the rate of county association expense deduc- 
tion. This rate may bo obtained from any NCR-116 in the 
lot, in Section VII, in the title heading of item le or 


eA Me 


from ‘any NOR-117B in the lot, in Section XI, inthe 
title heading of itom 9. 


g.» Enter in the space following the words "amount of" in the 
fifth line in the certification the total amount of county 
association expense deductions for the lot. Such total ma 
be obtained from the adding. machine tape which was attached 
to pain 2s oe the adding clerk sale labeled "Deduction". 


he Enter in aby: space following the Tone Nageregating" in the 
sixth line of the certification the amount of the voucher. 
This amount will be the total smount shom in column (c) 
of the last sheet of ACP=41C in the set. 


1. inter in the space following the word Ntitlel the title of 
the certifying officer, such as "Administrative Officer 
in Charge" or “Administrative Officer Acting in Charge". 


Jj- Enter in the blank space to the left of the space for the 
simature of the certifying officer, the number of applica- 
tions for nayment in the lot covered by ACP~42. 


Kk. Enter in the space following the word "date! the date of 


Pee Eat ay of A0P-42. 


When Forms ACP~416° and ACP-42 have been completed for a lot, 
sien and enter the date in Section Iil, item 6 of NCR-124 aan 
release the lot to a review clerk. 


Upon receipt of Forms ACP-410 and ACP-42 from a review clerk, 
_ prepare ACP+22 in septuple (original and six copies) listing 


thereon as many lots as are available, provided the lots so 
included do not cover more than 300 payees. Do not include 
part of the same lot on two Forms ACP—22. 


ae. Enter in the first space in the upper left-hand corner 
immediately above the words "Department or Establishment", 
_ the word "Ag sriculturel. . 


bd. Enter in the first space in the upper central part im- 
mediately above the words "Bureau or Office", the letters 
NA. A. A." and the name of the State office. For example, 
if the form is being prepared in the State office in 
illinois, the entry would be "A... A. A., Ill. State Office!l. 


-C. Enter in the second space in the upper left-hand corner 


immediately following the word "By", the name "G. F. Allen'. 


d. knter in the second space in the upper central part im- 
mediately above the words "Title or rank", the words "Chief 
- Disbursing Officer", 


e. Enter in the second space in the upoer right-hand corner 
immediately above the word "Station" the name of the city 
and State in which the regional disbursing office is located. 


I 
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For example, Big the regional disbursine office is located in 


Minnespolis, the entry will be "Minneapolis, Minn." The 


reeionel disubrsing offices for the. States in tae North 


Central Region are located as follows: 


ity — i .ptates 
ponicarosclillinois..orr »: Iow2, Wisconsin, Illinois, 
- AEN Fx, ad Indiana, and Michigan 
RO EVE LENG ON EO cru ors oie wees ical: 
St. Louis, Missouri. -. Missouri . oy 
Minneapolis, Minnesota Minnesote, South Dakota 
eae City Mepsourt ; . Nebraska mH 


‘Enter in the ner il space in the uoper left-hand. corner 


immedietely following the word "Period" the name of the 
month. The name of the month to be entered will be that 
of the month in which it is expected that the payments 
scheduled on the AGP-22 will be made. . 


Enter in the third space in the upper hee corner 


‘immediately following the words "Symbol No.",. the symbol 


number ofthe. assistant disbursing officer. “Phe. symbol 
numbers of the assistant disbursing officers in. the 


“regional.disbursing offices will be furnished by the . 
- regional disburs sing offices. 


‘Enter in the fourth space in the upper left- hendeorner 


immediately following the words "Bureau. Schedule. No. 

the bureau schedule number. Obtain this Seana ae 
person in charge of the Payment Schedule Unit, who snall 
kesp'a register of. bureau schedule numbers,. These numbers 


will be: assigned to Forms ACP-22 consecutively, beginning 
withthe number 1, and will be preceded by the. mumber "37". 


For example, the first schedule prepared in connection 
with the 1937 Agricultural Conservation Program will be 


,- assigned schedule No. 37-1. 


Enter in the fourth space in the upper right-hand corner, 


immediately following the word "Date". the dete. of. prepara~_ 


mLoOn Of ACE.22. 


Enter in the fifth line immediately following the words 


uo MAopropriation or Bund" the following: 


: vagaze1s(21)2 C &: UALRUSDA, 1938 (adh) (CP) 


Enter in the noe atien entitled "Bureau or arta nronerets No. 


the administrative number: shown on each set of ‘Forms eee 


He mpd? ACP~22 is being prepzred. 


After entering the administrative ee forv ead. of Forms 
ACP-42 in the column entitled "Bureau or Office Voucher No." 


III. 


ye 


enter on the game line in the colunn entitled "Payee" the é 


om nane of. the payee as ‘shown’ on ‘such ae of Forms: ACP-42. 


“n,. Enter to the right of” the name in: the column headed "Payee" 


the number of applications for he in the lot. Obtain 
such number from ACP-42 to the left of the space for the 
signature of the certifying officer. 


‘ne Enter in the column entitled "Gross Amount" opposite the 


Te 
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_ AGP-42, ACP-42a, and ACP-22, to a review clerk. 


name'in the column entitled "Payee" the amount labeled : 
"Gross Amount" on the adding machine tape or ae of paper 
attached to the NCR-124 lee the lot. 


o. Enter in the column entitled "Deduction" opposite the name 
in the column entitled "Payee" the amount entered in the 
fifth line of the certification on the ACP-42 for the lot. 


“pe Enter in the column entitled "Ket Amount Due" opposite the 


namé in the column entitled "Payee" the amount entered in 
the gixth line of the certification on the ACP-42 for the 
Lies 


q. Enter in the space over the word "title" at the bottom of 
ACP-22 the title of the certifying officer. 


Release all lots covered by ACP-22 with the sets of related 
Forms ACP-41C and ACP-42 to the adding clerk. . The adding 
clerk, after obtaining totals of the entries in the columns 
of ACP-22 entitled "Gross Amount", "Deduction", and "Net 
Amount Duc" will return elt forms covered by ACP-22 to the 
typist. 


When Form ACP-22 and related forms are returned by the adding 
clerk, enter on ACP-22 in the spaces provided therefor the 
totals for the columns entitled "Gross Amount", "Deduction", 
and "Net Amount Due", : 


Release the lots, together with Forms ACP-41C, ACP-41Ca, 


Instructions to Review Clerks. 


Review clerks shall work in pairs. 


Upon receipt of a lot from the typist, verify the names of the 


State and county on Forms ACP-41C0 by checking such items 


against the corresponding items on NOR-124. If there is any 
disagreement, correct the entry on Foms ACP-41C. 


Determine that the administrative number on a set of Forms & 
ACP~410 is correet by checking such mumber against the State 

and county code and lot number on NCR-124. If there is. any 
disagreement, correct the administrative mumber on.Forms ACP-41C. 


p 
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re 


12 


ay aoe 


Verify the serial numbers on Forms ACP-41¢6 by checking such 
serial numbers against the serial numbers on Forms NCE-116 
or NCR-117B in the lot. If there is any disagreement, 
correct the entry on Forms ACP-416c. 


Verify the name end address of each applicant in column (b) 
of ACP-410 by checking such data ageinst the corresponding 
data on NCR-116 or NCR~117B. 


Verify the entry in column (c) of ACP-41¢ for each applicant 
by checking such entry against the corresponding item on 
NCR-116 or NCR~117B. 


Check the last serial number on each sheet of ACP-41¢ 
egainst the first serial number on the next succeeding sheet 
to make certain that the same item has not been duplicated. 
If an entry has been duplicated, drew a line through such 
entry on ACP-41¢, 


Verify the totals on ACP-41¢ by checking against the adding 
machine tepe or slip of paper attached to NCR-124. 


Check o11 entries on ACP~42 end correct any errors which have 
been made on such form. 


If a lerge number of errors hes been made on a set of forms, 
return tne forms to the typist and have a new set of forms 
prepared, When ea new set of forms has been prepared and re- 
viewed in accordance with the instructions contained herein, 
the original set containing the errors should be destroyed. 


After ell forms have been reviewed and found to be correct, 
initial all Forms ACP-42 and ACP-~42a in the lower left~hand 
corner. Sign and enter the date in the spaces provided therefor 
in Section III, item 7 of NOR-124 end release'the lot or lots, 
with Forms ACP-41C and ACP-42, to a typist. 


Upon receipt of ACP-22 from the typist, check all entries 

on such form and correct any errors which have been made 
thereon. Initial all Forms ACP-22 in the lower left-hand 
corner. Release ACP-22 and ali Yots covered by such ACP-22 
to the verson designated to release schedules to the General 
Accounting Preaudit Office. 


IV. Instructions for Release of Lots. 


i. 


When the review work in connection with all lots covered by 

One ACP~22 has been completed, the original ACP-42 and AaCP-22 
must be signed by a certifying officer. The certifying officers 
will be persons duly authorized to sign such forms. When the 
forms have been signed, detach the second copy of each sheet 

of aCP~410 in the set and the second copy of ACP-42 for each 
lot, and the second copy of aCP-22 and forward such forms to 
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a. Form ACP~22 (original and five copies). Stamp the third 


os oe 


the. Accounting Section. If the lot consists of cases which 6 
were previously suspended by the General Accounting Office, ! 
the lot number will be greater than 500 and the original and 

one copy of a preaudit difference statement should be attached 

to each case. Remove the copies of the preaudit difference 
statements and forward them to the Accoun iting Section with the 

copies of the Forms ACP-41C, ACP-42, and ACP-22 for the lot. 


Fasten to each NCR-116 or NCR+117B the forms relating thereto, 
using paper clip pinches if there are six sheets or less and 
round-headed brass paper fasteners if there are more than six 
sheets. 


oar ti Fo 


Arrange the lots in the following order: 


copy of ACP-22 "Forward to Records and Accounts Section, 
Ae A. Ae, Washington, D. C.!! 


b. Form ACP-42 (original and one copy) for the lots covered 


ce. A set of Forms ACP=41C0 (original and three copies) for each 
lot covered by ACP=22. 


d. Forms NCR-116, NCR-117B, and the forms attached thsreto in 
each lot covered by ACP-22. 


Prepare RF-103 in duplicate. Inter the State and county code 
in the upper right-hand corner and check the box marked 
"Applications for Payment" in the first line beneath the title 
of the form. Enter the words "General Accounting Preaudit 
Office" after the words "released to" and enter the date in 
the spaces provided therefor in the second line beneath the 
title of the form. Enter in column (a) the administrative 
numbers of all lots covered by ACP-22 ond in colum (b) the 
total number of cases in each lot. Release the Forms ACP~22, 
ACP-410, AcP-42, NCR-116, and NCR-117, together with the copy 
of RF-103, to the General Accounting Preoudit Office. Obtain 
the signature of a representative of the General Accounting 
Preaudit Office on the original RF~103 and send such original 
RF~103 together with Forms NCR-124 to the record clerk in the 
Records Unit. 'S 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
b AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION. 
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The personnel of the Clearance ‘Unit ite consist of 
correspondence ‘clerks, typists,’ and ‘stenographers. All cle 
unit should become thoroughly familiar with the instructions in Parts I 
to- VI, inclusive, of NCR-State .108° and ‘with all..other instructions relating 


eh GO: the 1937 Agricultural . Conservation Program in: the North Central Region. 


When suspended cases ‘are ‘received. inthe Clearance Unit, a file clerk shall 
assign such suspended cases to correspondence. clerks. 


Suspended cases may be cleared by returning such cases to the county 
office, accompanied by letters or Forms RF-104, setting forth the nature 
of the errors and outlining the procedure necessary to clear such cases. 
In the case of a General Accounting Preaudit Office suspension, the 
suspended case shall be rétained in the State office and a letter shall 
be written requesting a new NOR-114; a certification with respect to an 
error, or additional information, as the’ case. may be. Where it is deemed 
advisable, the same method may be adopted in connection with State office. 
suspensions. In the case of suspended cases from counties located close to 
the State office county committeemen may be called in to the State office 
- to make necessary corrections or: to initial corrections on suspended cases. 
Where there are a large number.of suspended cases from the same county, 
the corrections may be indicated on Forms RF-104. and the cases taken to the 
county office by a fieldman who will explain in detail the nature of the 
errors and outline the corrections necessary. In general, the method 
adopted in clearing suspended cases.shall be the method found most 
expedient and by means of which the ne satisfactory results. are obtained, 


I. Instructions to File Clerks, 


1. Stamp on the back of each piece of mail received in the 
Clearance Unit the date of eee 


2. When Forms RF-105 are received, assign such forms to typists. 


5. When Forms RF-104, show eay thé nature of corrections made on 
Forms NCR-114-or NCR-114A, are réceived, easton such forms to 
correspondence clerks. | 


4, All suspended cases received in the Clearance Unit will be 
listed on RF-103. Use the back of RF-103 to record the names 
of correspendence clerks to whom the suspended cases listed 
on such RF-103 are assigned. Retain all Forms RF-103 in a 
separate file, by counties, as a record of cases handled in the 
Clearance Unit. 


Do. Assign all suspended cases listed on one RF-103 to the same 
correspondence clerk unless there are more than 25 cases listed 
on such R¥~103 in which case such suspended cases shall be 
assigned to two or more correspondence clerks. 
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The correspondence. clerk will prepare a letter in connection 
with each suspended: case unless Forms RF-104 are used, and will 
return such cases to the file clerk... Indicate on RF-103 that 
such cases have been released by the correspondence clerk to 
whom they were assigned. If letters have been prepared, forward 
such letters to the person authorized to sign them. If the 
NCR-114, NCR-116, or NCR-117, as the case may be, is to be 
retained in the State office, prepare a manila folder for such — 
case, stamping or writing thereon the State and county code 


and the work sheet number or serial number. 


EY suspended cases are to be taken to the county office by a 
fieldman, indicate such fact on RF~LO3S. 


Upon receipt of a reply to correspondence relative to a suspended 
case which was not returned to the county, match such reply with 
the suspended case to which it relates and assign such suspended 
case to a correspondence clerk, Where possible, assign a suspended 
case for which a reply is received to the correspondence clerk 

who previously handled such case. : 


If a correspondence clerk finds that the suspension of any case 
was unwarranted or if the suspension of any case is removed, 
without the necessity of returning such case to the county office, 
such correspondence clerk will enter the notation "Suspension 
unwarranted" or "Suspension removed", as the case may be, on 

the RF~104 attached to such suspended case, and return such 

case to the file clerk. Obtain the initials of the person in 
charge of the Application for Payment Section or any other person 
authorized to initial such cases, on the RF-104 attached to such 
case and forward such case to the record clerk in the Records Unit. 
When a General Accounting Preaudit: Office Suspension is cleared, 
obtain the signature of the certifying officer on the reply to the 
preaudit difference statement, and forward such case, together 
with the original and copy of the preaudit difference statement, 
to the clerk in the Records Unit. 


Maintain a file for each county, such file to be known as the 
Generel County File. File copies of all letters and Forms RF-104 
mailed to county offices in connection with suspended cases, 
copies of all Forms RF-105 and copies of Forms RF-~104 mailed as 
notices of corrections made on Forms NCR-114 and NCR-114a, in 
Such Tite: 


When an RF-6 is received with a suspended case, assign such 

case to @ correspondence clerk in the same manner as any other 
Suspended case. If a copy of RF-6 is received and the suspended 
case to which such RF~6 pertains has not been received, hold 
such copy of RF-6 until the Suspended case is received and then 
destroy the copy of RF-6. If the copy of an RF-6 is received 
and several days elapse, without the suspended case having been 
received, institute a search for such suspended case. 
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Instructions to Corraspondsnce Clerks, 


a 


Upon receipt of suspended cases, examine such cases to determine 
whether such cases must be returned to the county office, and, if 
so, whether it is necessary to write a letter to explain the 
reason for suspension. 


If it is determined that a suspension is unwarranted write the 
words "Suspension Unwarrented!" on the RF-104 attached to such 
case and release such case to the file clerk. 


If it is not deemed necessary to return 2 suspended case to the 
county office, write a letter or take such steps as are necessary 
to obtein the information needed to clear the case. When such 
information is obteined, either by correspondence or by another 
means, write the words "Suspension removed" on tne RF-104 attached 
thereto end release the case to the file cierk. é 


If it is felt that the RF-104 attached to a suspended case 
adequately explains the reason for suspension, it will not be 
necessary to write a letter in connection with such case. Release 
the case to a typist in order that another copy of RF-104 may be 
prepared, unless such form was prepared in duplicate by the 

clerk who susoended the case. When the case is returned by the 
typist, release such case to the file clerk. 


Upon receipt of a General Accounting Preaudit Office suspension, 
examine such case to determine the reason for suspension. If such 
suspension is due to an error in computation and such error results 
in a higher payment than that to which the applicant is entitled, 
send such case to the Computation Unit for correction of the error. 
When such case is returned, write a letter to the applicant, 
explaining to such applicant that he will not receive the amount 
originally shown on his application for payment. A copy of this 
letter mist be attached to the application for payment when it is 
returned to the General Accounting Preaudit Office. Prepare a 
reply to the preaudit difference statement attached to such case 
and release the case to the file clerk. If the error in computation 
results in a payment in an amount less than that to which the 
applicant is entitled, prepare a new application for payment, 
following the instructions to the entry clerk in the Entry Unit 
and send such application for payment to the Computation Unit. 
When such application for payment is returned by the Computation 
Unit, write a letter to the county office requesting that the new 
epplication for payment be signed by the applicant, certified by 

2 committeeman and returned to the Clearance Unit. Point out, 

thet under no circumstances shall such application for payment 

be returned on a new transmittal. When the new application for 
payment is signed and returned, prepare a reply to the preaudit 
difference statement and release the case to the file clerk. If 
the suspension is due to a reason other than an error in computa~ 
tion, such case should be returned to the county office by a 
fieldmen for correction or a committeeman should be called in to 


fe Zen & 
the office to make the correction. If the case is returned 
with a fieldman, such fieldman should be instructed to return 
the case to the Clearance Unit. 
III. Instructions to Typists and Stenographers. 
1. Upon receipt of an RF-105 or an RF-104 setting forth the nature 
of a correction meade on an NCR-114 or NCR-114A, type one copy 
of such RF-104 or RF-105 and return the pencil copy with the 
typed copy of such form to the file clerk, 
&» In preparing letters in connection with suspended cases, prepare 
One carbon copy for the General County File and as many additional 
carbon copies as are required by the State office. 
j 
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UNITED STATES DEPARTMENT OF AGRI CULTURE. 
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Procedure for Making set- offs eetet aden BEES 
Conservation Payments for ay A ay cont of Sqvloutwmes | 
United pees 


I. GENERAL INSTRUCTIONS. 


A. 


PERSONNEL - All cases involving set-offs shall be. handled by 
the clerks in the Clearance Unit who hendle cases involving 
returned checks, refunds, claims, adjustments; and other 


related matters. 


DEFINITIONS - As used in these instructions, the following terms 
shall have the following meanings: 


1. APPLICANT means a person who submitted an application for 
payment under ay 1937 Agricultural Conservation Program. 


2. DEBTOR means a person who is indebted to the United States 
Government and whose name appears on the Register of 
Indebtedness. 


3. INDEBTED TO THE A.A.A. means indebted to the United States 
Governnent by virtue of an overpayment under a commodity 
contract, application for Cotton Price Adjustment Payment, 
1936 application for payment or 1937 application for peyment 
or by virtue of the failure to account for the distribution 
of Cotton Price Adjustment Payments. 


4, INDEBTED TO THE FCA means indebted to the United States 
Goverment by virtue of an unpaid loan obtained from the 
Farm Credit Administration or other Government Lending 
agency under its supervision, or from the Commodity Credit 
Corporation. ; 


5. INDEBTZD TO FSA means indebted to the United States Government 
by vil virtue of an unpeid loan obtained from the Farm Security 
Administration. 


6. REGISTER OF wey DNZSS means Form C-1110, as supplenented 
end emended by C-1110, Supplement A, which is submitted to 
each State office showing the nanos of persons who are in- 
debted to the United States Governnent. 
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7. Form FSA-RR-172 means the forn which is used by the Farn la 
Security Administration to request the Agricultural 
Adjustment Administration to effect a set-off for the 
purpose of liquidating delinguent loans of its borrowers. 


8. ACP-25 means Form ACP-25, entitled, "Voucher for Agri- 
cultural Conservation Payments Subject to Deductions for 
Claimant's Indebtedness". This form is used to schedule 
pa aynents .to applicants who are cen nar to the Farm 
Credit Administration. 


9, ACP-41¢0 means.Form ACP-41C, entitled, "Public Voucher for 
1937 Agricultural Conservation Paynents". This form is 
used to schedule payments to applicants and to the 
Treasurer of the United States. 


10. ACP~42 means Form ACP-42, entitled, "Public Voucher for 
1937 Agricultural Conservation Paynents". This form is 
used to summarize the data shown on ACP-41C. 


21, Forn :392 neans the adninistrative copy of Form 39 which is 
used by the General Accounting Office in effecting direct 
settlenents. 


12. Form AAA-367 means the form which is uséd to notify the 
State office that a direct settlement has been effected 
by the General riot eae Office. Such form is a true 
copy of Form 39a. 


13. Form 1096 means Standard Forn No. 1096, entitled, "Schedule 
of Voucher Deductions', This form is used to schedule all 
emounts due the Agricultural Adjustment Administration or 
the Farm Security Administration which are being set off 
by means of a check authorized in fevor of the Treasurer 
of the United States. 


BASIC DATA FOR MAKING SBT_OFFS 


The basic data for making set-offs shall be obtained fron 
the Register of Indebtedness. The Register of Indebtedness 
shell be kept current at all times so as to reflect accurately 
the status of all cases involving indebtedness to the United 
States Governnent. The original Register of Indebtedness shows 
the status of the indebtedness of varicus debtors as of 
November 20, 1937. Periodically, the Comptroller will transnit 
to each State office Forms C-1110, Supplement A, containing data 
which are to be used in supplementing or correcting the Register 
of Indebtedness. The data shown on C-1110, Supplement A, shall 
be entered on the original Register of Indebtedness upon the 
date of receipt of such supplements. The names of new debtors ws 
shall be entered on the Register of Indebtedness, alphabetically,. 
by counties so as to facilitate checking. When data on C-1110, 
Supplement A are recorded on the Register of Indebtedness, 
C-1110, Supplement A shall be filed alphabetically by counties. 


da es 


There shall also be entered on the Register of Indebtedness the 
data perteining to any indebtedness under the 1936 and 1937 
Agricultural, Conservation Progrems, and the 1945 Cotton 


- Price Adjustment Program. Date pertaining to eny indebtedness 
o ee: S v 


D. 


. to the Farm Security Adiinistration will be furnished on 


C-1110, Supplement A, and FSA-RRel72. When such data are 
recorded on the Register of Indebtedness, FSA-RR-L’2 shall be 
filed in alphabetical order for the State. 

ince the Register of Indebtedness and the supplements 
thereto are certified by the Comptroller, it may be assume 
that the data thereon are correct. If there is evidence 
tending to show that such deta are incorrect the matter should 
be referred to the Director of the North Centrel Division for 
determination. Forms AGP-30 shall not be used in connection 
with set-offs under the 1937 Agricultural Conservation Program. 
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‘MINIMUM AMOUNT OF SET-OFF ~ No set-off shall be made against 


@ payment due an applicant under the 19387 Agriculturoal 
Conservation Progrem if the amount or such eoplicant's 
indebtedness as ghown on the Register of Indebtedness is less 
then fifty cents ($0.50). —_— | 


ORDER OF PRIORITY IN MAKING SST-OFFS - In a number of cases 
applicants under the 1937 Aericulturel Gonservetion Program 
may be found to be indebted to more than one Governmentel 
agency, or may be indebted to the Agricultural Adjustment 
Administration by reasoa of iidacinntions under different 
appropriations. In such cases sct-offs shall be made in the 
following order , 


1. Failure to distribute Cotton Price Adjustment Payments. 
2. Overpayment under Agriculturel Conservation Progrem. 

3. Overpayment under commodity contract. 

4. Overpayment under Cot pare Price Adjustment Program. 

5. Delinquent loan from Farm Security Administration. 

O. Delinguent loan from Farn Credit Administration. 


TYPH OF CASES IN CONNECTION WITH WHICH SsT-OFFS MAY Bs MADE WHiN 
THE APPLICANT AND. DEBTOR And NOT THs Saba. 


Lt. Debtor deceased. 

a. Administration upon debtor's estate - Where the peynent 
cut of which the indebtedness arose was made to a party 
wno hos since died, the amount due may be set off against 
the peyment due the administrator or executor of the 
estate of the deceased as such for performance rendered 
by either the deceased or by the administrator or executor 
of the decedent's estate. 


be 


b. No Administration upon Debtor's istate. 


(1) Performance Rendered by Deceased.--Where the payment 
out of which the indebtedness arose was made to a 
“party who has since died, the amount due may be 
set off against the payment due the heirs of the 
decedent's estate for performance rendered by the 
deceased. 


(2) Performance Rendered by the Heirs.--Where the payment 
out of which the indebtedness arose was made to @ party 
who has since died, the emount due may not be set off 
against the payments due the heirs of the decedent's 
estate for performance rendered by the heirs. 


Debtor Declared Incompetent.--Where the payment out of which 


the indebtedness arose was made to a perty who has since been 
declared incompetent by e court of competent jurisdiction, 
the amount due may be set off against the peyments due the 
guerdian or committee of the incompetent's estate for per- 
formance rendered by either the incompetent or the guardian 
or committee of the incompetent's estate. 


Debtor a Partnership.--Where the payment out of which the 
indebtedness arose was made to a partnership, the amount due 
may be set off against the payment due one of the partners 
for performance rendered by such partner. 


Debtor a Partner.~-Where the payment out of which the indebted 
ness arose was made to a partner in his individual capacity, 
the amount due may be set off against the payment due the 
partnership only to the extent of such partner's interest 
therein, 


Debtor Coowners or Coproducers.--Where the payment out of 
which the indebtedness arose was made to coproducers or 
coowners, the amount due may be set off against the 
payments due one of such coproducers or coowners for 
performance rendered by one of such coproducers or coowners. 


Debtor a Coproducer or Coowner.-—~jhere the payment out of 
which the indebtedness arose was made to an individual 

who is now a coproducer Or coowner, the amount due may 

be set off against the payments due coproducers or coowners 
of which such coproducer or coowner is a member only to the 


‘extent of his interest in the payment due such coproducers 


or coowners. 
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SET-_OFFS AGAINST PAYMENTS DUE PARTNERSHIPS, COPRODUCERS, AND 


COOWNERS . 


ar Beata 


If the debt was incurred by the same partnership, coproducers, 
or coowners to whom a payment is due, the entire amount of 
the oayment due may be used in effecting the set-off in ac- 
cordance with the applicable section of this procedure. 


If the debt was incurred by a partner, coproducer, or coowner, 
in his individual capacity and if the payment is due to the 
partnership, coproducers, or coowners of which he is a 
member, only the interest of the debtor in the payment which 
is dué the partnership, coproducers, or coowners may be used 
in effecting the set-off. In such case, it will be necessary 
to determine the respective interest of each joint applicant 
or partner in the payment due under the application for 
paymente Evidence as to the respective interests of such 
applicants should be in the form of a statement setting forth 
the percentage interest of each such applicant, which 
statement should be signed by each of the joint applicants 
or partners.. Such statement should also be approved by a 
member of the county committee on behalf of the committee 
and such committeeman should certify that he is acquainted 
with the interests of the parties involved and that the 
interests as set forth in the statement signed by such 
parties are correct. Upon receipt of.evidence indicating 
the exact interest of each joint applicant, a set-off may 
be effected against the interest of the debtor and the 
interest of any party who is not indebted may. be scheduled 
and certified for payment in the regular manner unless the 
set-off to be made is for the liquidation of an account 
owing to the FCA. If the indebtedness which is to De 

set off is owing to the FOA, a separate application for 
payment shall be prepared for each joint applicant or part- 
ner showing thereon the percentage interest of each such 
applicant. The original application for payment from which 
such applications for payment are prepared should be marked 
"Canceled - Replaced by Applications for Payment Nos. _ 
and filed in the State office. The. next available serial 
numbers should be assigned to the corrected applications for 
payment, after which they should be computed and forwarded 
to the county office for signature. The related summary of 
performance should be corrected to show the serial numbers 
assigned to the corrected applications for payment. Upon 
receipt of such corrected applications for payment from 

the county office, the application for payment executed oy 
the debtor shall be approved if found to be regular in every 
respect, and the payment due thereunder scheduled on Form 
AcP-25; and the application for payment executed by the 
person not indebted shall be approved for payment if found 
to be regular in every respect, and the payment due there- 
under scheduled on ACP-410, AcPp-42, and ACP-22 in the 
regular manner. 
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H. ADJUSTMENT OF REGISTER OF INDEBTEDNESS 


gs 


AAA Or FSA Set-off - If a set-off has been effected against 
the the payments due an applicant because such applicant was 
indebted to the AAA or FSA, proceed as follows;. 


Qe 


‘When the set-off is scheduled on Form 1096 enter on the 


Register of Indebtedness (in red pencil) opposite the 
name of the debtor the amount which was scheduled in 
favor of the Treasurer of the United States. 


When a copy of Form 1096 is returned from the regional 


' disbursing office showing the check number, the 


certificate of deposit number, and the other data in- 


serted thereon by the regional disbursing officer, enter 


on the Register of Indebtedness opposite the amount 
shown in red pencil the certificate of deposit number 
shown on Form 1096 and the date of the deposit. 


If the application for payment in connection with which 
the set-off was made was submitted from a county other 
than the one in which the indebtedness is listed, make 
an appropriate cross-reference on the Register of 
Indebtedness opposite the name of the debtor showing 
the county in which the application for payment was 
executed. 


FCA Set-off - If a set-off has been effected against the 
payments due an applicant because such applicant was indebted 
to the FCA, proceed as follows: 


Qe 


When the set-off is scheduled on ACP-25 enter on the 
Register of Indebtedness (in red pencil) opposite the 
name of the debtor the amount of the net payment cue 
the applicant under the application for payment which 
he executed. 


When a copy of AAA-367 is returned to the State office 
showing that a settlement has been completed by the 
General Accounting Office make a notation on the 


‘Register of Indebtedness showing the amount which has 


been set off and the number of the certificate of 
settlement. 


If the application for payment in connection with which 
the set-off was made was submitted from a county other 
than the one in which the indebtedness is listed, make 
an appropriate cross-reference on the Register of 
Indebtedness opposite the name of the debtor showing the 
county in which the application for payment was executed. 
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PREPARATION OF NCR-1.24 - Applications for payment which are ready 
to be scheduled for set-off shall be referred to the Record 

Clerk of the Records Unit for the preparation of an NCR-124 

in the 300 series or in the event such cases are General Assounting 
Office suspensions in the 500 series. Therefore, such cases shall 
be returned to the Clearance Unit for further handling. Set-—off 
cases shall not be included in the same lot with other suspended 


cases which are to be released for payment. 


a i Br APPLICANT INDEBT=ED TO AAA, 


Ae 


an applicant is the same person as the one whose name appears 

on the Register of Indebtedness and if the entry in the third 
column of the Register of Indebtedness indicates that such 
indebtedness arose by virtue of an overpayment under a commodity 
contract, proceed as follows: 


1. Prepare ACP-410 as follows: 


ae Prepare ACP-410 in sextuple (original on ACP-41C and 
five copies on ACP-41Ca). 


be Enter in the syace immediately following the word "State" 
the name of the State show on NCR-le4. 


Cc. Enter in the space immediately following the word 
"County" the name of the county shown on NCR-l24. 


d. Enter in the space immediately following the words 
"Administrative Number" the State and county code 

and lot number shown on NOR-124. For example, if the 
State and county code shown on NCR-124 is 48-025, and 
the sheet number .of such NCOR-124 is 37, the adminis- 
trative number to be entered will be 48-025-37. 


e. Enter in the first space immediately following the 
words "Shect Noe" the sheet No., beginning with number 1 
for the first sheet of a lot and numbering all sheets 
for such lot consecutively. Enter in the second space 
following the words "Sheet No." the number of sheets 
prepared for the lot. 
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f. Enter in column (a) the serial number shown on NCR-116 
or NCR-117B. Do not enter the State and county code 
in column (a). 


ge Enter the neme and address of the payee in the left half 
of column (b). The name of the payee to be entered in 
column (b) is to be typed in the same style as the 
name of such applicant is printed in Section IX of 
NCGR-116 or Section XII of NCR-117B, unless a different 
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style is designated by. the examining clerk. In the 
latter case, the examining clerk will have either 


securely attached to such NCR-116 or NOR-117B a slip 


of paper designating thereon the payee's name as it 
is to-appear on ACP-410, or will have indicated by 
brackéts ( ) that part of the payee's signature which 
is not to appear on ACP-41C. Enter the address of the 


‘payee ‘below the name of such payee in column (b). 


However, if the amount of the indebtedness equals or 
exceeds the net payment due the debtor, ‘do not. schedule 
the name of the debtor on ACP-41C. In such cases 


items f to i, inclusive of this i Se 1, are nce 


applicable. 


Enter in column (c) of ACP-410 opposite the name of the 
debtor the payment which is’ to be made to him. The 
amount of such payment shall be obtained by subtracting 
the amount of the indebtedness from the net payment due 
the debtor under the apvlication for payment executed 
by hime 


Make no entries in column (d) of ACP-41C for the debtor. 


After the entries, if any, have been: completed for the 
debtor, enter on the next line in column (a) the serial 
number of the debtor's application for payment; enter 

in column (b) the words "Treas. U.S." and enter below 
such words in parentheses the symbol and title of the 
eppropriation to be credited and the name of the debtor; 
enter in column (c) the amount which is being deducted 
from the debtor's payment and applied in liquidation 

of his indebtedness; and enter in column (d) the schedule 
number of Form 1096 upon which the deduction is scheduled. 
The symbol and title of the appropriation which is to be 
credited shall be determined by examining the code number 
entered in the sixth column of the Register of Indebted- 
ness opposite the name of the debtor. In the event more 
than one appropriation is to be credited, make a separate 
entry for each ee eee ae 


Enter on the last line of ACP-410 for the lot the total 
of the net payments for such lot. Such total shall 
include the amounts scheduled in favor of the Treasurer 
of the United States as well as the amounts scheduled 
in favor of debtors and other applicants. 


Prepare ACP-42 as follows: 
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De 


Prepare ACP-42 in triplicate (original on ACP-42 and 
two copies on ACP=42a). 


Make no entry in the space provided for the D. 0. 
Voucher Number. 


Ze 
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Hater in the second space in the upper right-hand 


- corner, immediately following the. words, "Administrative 


No." the. administrative number shown on ACP-41C. 


Enter in the space following the word "Office" on the 
left-hand side of the form the name of the office arf 
which the form is being prepared. For example, if t 
form is being prepared in the State office in Ohio, 


enter the words "Ohio State Office". 


Enter in the space following the words "Prepared at"! 
beneath the name of the office the name of the city 

and State in which the form is being. prepared. For 
example, if the form is being prepared in the Ohio State 
Office, enter the words, "Columbus, Ohio', 


Enter in the central part of the form immediately 
following or immediately below the words "THE UNITED 
STATES, Dr., To: Person's named on attached continuation 
sheet (ee yoos)"', the name of the first payee shown on the 
first shcet of ACP-41C for the lot. If more than one 
name has been listed on 4C0P-41C, enter the phrase 

Not al." after the name entered on ACP-42, After the 
phrase "et al." following the name of the payee, enter 
payees" and insert the total number of 


_payees covered by ACP-42, In determining the number of 
‘payees the Treasurer of the United States shall be 


counted as one payee even though more than one set-off 
is scheduled on ACP-41C in favor of the Treasurer of 
the United States. If only one application for payment 
is listed on ACP-41C and the applicant's indebtedness 
equals or exceeds the net payment due, under the appli- 
cation for payment executed by him, enter the name of 
the debtor, but do not use the phrase "et al." after 
the debtor's neme. Immediately follewing the debtor's 
name, make the following notatioqn: "Check to be drawn 
to the Treasurer of the United States, account of 
indebtedness to United States". In such case tae 
number "1" shall be entered in the space provided for 
the number of payees, 


Enter in the space provided therefor in the second 
line of the certification, the numbers of the first 
and last pages of Forms ACP-41C in the set. 


Enter in the space at the end of the fourth line in 
the certification the rate of county association 
expense deduction. This‘rate may be obtained from 
any application for payment in the lot. 


Ne 
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“Enter in the space following the words "amount of" 


in the fifth line in the certification the total 
amount of county association expense deductions for 
the lot. 


Enter in the space following the word Nageregating" 
in the sixth line of the certification the amount 
of the voucher. This amount will be the total 
amount shown in column (c) of the last sheet of 
-ACP-41¢::in the set. 


Enter in the space following the word "Title! the 
title of the certifying officer, such as "Adminis— 
trative Officer in Charge" or "Administrative 
Officer Acting in Charge". 


Enter in the blank space to the left of the space 
for the signature of the certifying officer, the 
number of applications for payment in the lot 
covered by ACP-42. 


Enter in the space following the word "Date" the 
date of preparation of ACP-4e. 


Enter in the space beneath the date the words 
"Applicants $ __" and insert in the blank 
space the total amount approved for all applicants 
listed on the related ACP-41C. Immediately beneath 
such entry, enter the words "Treas. U.S. $ " 
and insert in the blank space the totel amount 
approved for the Treasurer of the United States. 
Immediately beneath such entries, enter the sum 

of such entries. Determine that such sum is 

equel to the amount entered in the space in the 
sixth line of the certification following the 


word "aggregating". 


Prepare ACP-22 as follows: 


Ce 


Prepare ACP-22 in septuple (original and six copies) 
listing thereon as many lots as are available, 
provided the lots so included do not cover more than 
300 payees. Do not include part of the same lot on 
two Forms ACP-22. 


Enter in the first space in the upper left-nand 
corner immediately above the words "Department or 
éstablishment", the word "Agriculture". € 


Enter in the first space in the upper central part 
immediately ebove the words "Bureau or office", 


eT 


-the letters. "A.A.A.!-and the name of the State office. 


for cxample, if the form'is being prepared in the 


‘State office in Illinois, the entry would be "A.A.A., 


Til. State Officet, 


Enter in the second space in the upper left—nand 
corner immediately following the word "By", the 
name "G. F.. Allen!., . 


Enter in the second space in the upper central part 
immediately above the words "Title or rank!'', the 
words "Chief Disbursing Officer". 


Hnter in the second space in the upper right-hand 
corner immediately above the word "Station" the 

name of the city and State in which the regional 
disbursing office is located. . For example, if the 
regional disbursing office is located in Minneapolis, 
the entry will be "Minneapolis, Minn," The regional 
disbursing offices for the States in the North Centrel 
Region are located as follows: 


Caicago, Illinois Iowa, Wisconsin, Illinois, 
‘Indiana, and Michigan. 


Cleveland, Chio Onio 


St. Louis, Missouri Missouri 
Minnee polis, Minnesota liinnesota, South Dakota 
Kansas City, Missouri Nebra \SKa 


Enter in the third space in the upper left-hand corner 
immediately following the word "Period" the name of the 
month. The name of the month to be entered will be that 
of the month in which it is expected that the payments 
scheduled on the ACP—22 will be-made. 


Enter in the third space in the. upper:right-hand corner 
immediately following the words "Symbol No.'", the 

symbol number of the assistant disbursing officer. The 
assistant disbursing officer will furnish the State office 
with the symbol number used by such office. 


1. 
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Enter in the fourth space in the upper left-hand 
corner immediately following the words "Bureau 
Schedule No.", the bureau schedule number. Obtain 
this number from the person in charge of the Payment 
Schedule Unit, who shall keep a register of bureau 
schedule numbers. These numbers will be assigned to 
Forms ACP-22 consecutively and in the same series as 
that used for regular schedules. 


inter in the fourth space in the upper right-hand 
corner, immediately following the word "Date", the 
date of preparation of ACP-22. 


Enter in the fifth line immediately following the 
words "Appropriation or fund" the following; 


"1282215(21)2 C & UALRDA, 1938 (AdA) (cP)" 


Enter in the column entitled "Bureau or Office 
Voucher No." the administrative number shown on each 
set of Forms ACP-42 for which ACP-22 is being prepared. 


After entering the administrative number for a set 

of Forms ACP-42 in the column entitled "Bureau or 
Office Voucher No.", enter on the same line in the 
column entitled "Payee" the name of the payee as shown 
on such set of Forms ACP-42. 


Enter to the right of the name in the column headed 
"Payee" the number of applications for payment 

in the lot. Obtain such mumber from ACP-42 to the 
left of the space for the signature of the certifying 
officer. 


inter in the column entitled "Gross Amount! opposite 
the neme in the column entitled "Payee! the. sum of 
the two amounts shown on the fifth and sixth lines in 
the certification on ACP-42. 


Enter in the column entitled "Deduction" opposite 
the name in the column entitled "Payee! the amount 
entered in the fifth line of the certification on 


Enter in the column entitled "Net Amount Due!! opposite 
the neme in the column entitled "Payee" the amount 
entered in the sixth line of the certification on 
ACP-42, 


re 
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Obtain totals for the columns headed "Gross Amcon}", 
"Deduction" and "Net Amount Due" and enter such totals 
at the bottom of the form opposite the word "Tobalt. 


Enter. in the space over the word "Title" at the bottom 
of ACP-22 the title of the certifying officer. 


Prepare Form 1096 as follows: 


Ge 


Prepare Form 1096 in decuple (original and nine copies) 
for each set of Forms ACP~22 which cover vouchers on 
which payments are scheduled in favor of the Treasurer 
of the United States. Type on one clear copy of such 
form the notation "Forward to Records and Accounts 
Section, Agricultural Adjustment Administration!, 


Enter in the first line in the upper right-hand corner 
the schedule number. Assign 37-1 to the first set 

of forms, 37-2 to the next set of such forms, and 
assign consecutive numbers to the succeeding sets of 
forms. If more than one sheet of such form is used, 
number such sheets consecutively, beginning with No. 1. 


Enter in the third line in the upper right-hand corner 
Over the word "Date! the date the form is prepared. 


Enter over the words "Department or Establishment" the 
word "Agriculture", 


Enter over the words "Bureau or Office", the letters 
"A.A.A." and the name of the State office. 


Enter after the words "Made by" and over the word 
"Name" the name "G. F. Allen"; enter over the word 
"Title" the words "Chief Disbursing Officer"; and 
enter above the word "Station", the city and State 
where the Regional Disbursing Office is located. 


Enter immediately following the word "Period! and 
above the words "Month or quarter ended", the 
month during which it is anticipated that the 
Disbursing Office will handle the form. 


inter the Disbursing Officer's symbol number in the 
space provided therefor. The Assistant Disbursing 
Officer wil] furnish the State office with the symbol 
used by such disbursing officer. 


an he ok 


Make no entry in the column headed "D. 0. Voucher 


Number", 


Entcr in the column headed "Bureau or Office Voucher 
Number" opposite each appropriation to be entered in 
the next column the administrative number of the 
ACP-42 on which the set-off is scheduled, 


Enter in the column headed "Appropriation and/or Fund 
to be Credited", the symbol and title of the 
appropriation to be credited, the name of the debtor 
in parentheses, and the State and county codes and 
serial number and the name of the commodity contract 
out of which the indebtedness arose. The name of 

the commodity contract may be abbreviated. Such 
information shall be taken from the Register of 
Indebtedness, 


Enter in the column headed "Amount of Deductions", 
the amount of the set-off to be credited to the 
appropriation appearing on the same line in the 
preceding column, 


Enter in the column headed "Remarks" the name of 
the Disbursing Officer and the Disbursing Officer's 
voucher number(s) under which the overpayment was 
made. Such information shall be taken from the 
Register of Indebtedness, J 


Enter the total of the items listed in the column 
headed "Amount of Deduction" in the space provided 
therefor, . hindi 


The original shall be signed‘by the certifying 
officer and his name shall be typed on all copies. 


Make no entries below the signature of the certifying 
officer, 
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OVERPAYMENT UNDER 1936 AGRICULTURAL CONSERVATION PROGRAM.-- 


ir it is determined that an applicant is the same person as 
the one whose name appears on the Register of Indebtedness, 
and if the entry in the third column of the Register of 
Indebtedness indicates that such indebtedness arose by virtue 
of an overpayment under the 1936 Agricultural Conservation 
Program, proceed in the manner set forth in II, A, supra, for 
making set-offs in cases where the applicant's indebtedness 
arose by virtue of an Overpayment under a commodity contract, 
except - 


1. Prepare ACP-41C in quintuple (original on ACP-41C and 
four copies on ACP-41Ca) instead of in sextuple since no 
copy is required for the Comptroller, 


<. Prepare Form 1096 in nonuple (original and eight copies) 
instead of in decuple since no copy is required for the 
Comptroller, 


5. The symbol and title of the appropriation to be credited 
as shown opposite the payee ress .o0. §." on ACPHdte 
and as shown in. the third column of Form 1096 shall be 
126/72215(21)2, C & UALRDA, 1936-1937 (Payments) (AAA). 


4. Enter in the third column of Form 1096 the State and 
county codes and the serial number of the application 
for payment under which the overpayment was made instead 
of the State and county codes and serial number of a 
commodity contract, preceded by the designation "'36 scp! 
instead of the abbreviation of a commodity contract. 


Qe Upon reccipt of a copy of Form 1096 from the Regional 
Disbursing Office, prepare Form ACP-28 as follows: 


a. Prepare Form ACP-28 in quadruple (original and 
three copies). 


b. Enter in the blank Space opposite the words "Name of 
Remitter" the name of the debtor, 


c. Hnter in the blank space opposite the words "Street 
or Box No." the street or box number of the debtor, 
if known, 


d. #nter in the blank space opposite the words "Post 
Office" the post office of the debtor, 


€. Enter in the blank space opposite the word "State" 
the State in which the debtor resides, 


f. Enter in the blank space opposite the words "Appli- 
cant's Name" the name of the debtor, 


pe 
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inter in the blank space opposite the words "Nature 


of.-Remittance" the word "Set-off", 


Enter in the blank space opposite the words ae 
to" the words "Treasurer of the United States". 


Amend the language in the next line (relative to rere 
1044) to read "Schedule No. of Standard Form 1096" and 
enter in the blank space opposite such words the schedule 


number of Form 1096 on which the set-off was credited. 


Enter in the blank space opposite the words "D. 0. 


.Voucher No." the D, O. Voucher Number of the ACP-22 


on which the set-off was scheduled and enter in the 


Space opposite the word "Date" the date of payment. 


Make no entry in the blank space opposite the words 
"Receipt No," 


Enterizn the blank spaces opposite the words "State 
and County Code No." and "Serial No." the State and 
county code and serial number of the application for 
payment under which the overpayment was made. 


Enter in the blank space opposite the words "Date of 
Remittance" the date of the check as shown on Form 1096, 


Enter in the blank space opposite the words "Remittance 
Na! the number of the check as shown on Form 1096, 


Enter in the blank space opposite the word "Amount" the 
amount of the set-off. 


Enter in the blank space opposite the words "Certificate 
of Deposit No." the certificate of deposit number showm 
on Form 1096, 


Enter opposite the word "Date" the date of deposit as 
shown on Form 1096, 


Enter in the blank space opposite the words "Fund 
Credited" the symbol, 126/72215(21)2, C & UALRDA, 1936+ 
1937 (Payments) (AAA). 


Indicate under the caption "Action Taken" the amount 
of. the county association expense previously charged, 
the. correct amount of county association expense to 
be charged, and the adjustment which is necessary in 
connection. with county association expenses, 


The original and all copies of Form ACP~28 shall be 
signed by the certifying officer, 


Forward the original of Form ACP-28 to the accountant 
and a copy thereof to the Records and Accounts Section, 


ee ae 


Washington, D. C. File one copy of ACP-28 with the 
State office copy of the 1937 application for payment 
in connection with which the set-off was mide. File 
the other copy in the case folder for the 1936 appli- 
cation for payment in connection with which the over- 
payment was made, 

OVERPAYMENT UNDER THE COTTON PRICE ADJUSTMENT PROGRAM.-- If 


omrapenn: 


it is determined that an applicant is the same person as the 
one whose name appears on the Register of Indebtedness, and 
if the entry in the third column of the Register of Indebted- 
ness indicates that such indebtcdness arose by “virtue of tam 
overpayment under the Cotton Price Adjustment Program, proceed 
in the manner set forth in II, A, Supra, for making set-offs 
in cases where the applicant's indebtedness arose by virtue 
of an overpayment under a commodity contract, except - 


1. Prepare ACP-41C in quintuple (original on ACP-41C and 
four copies on ACP-41Ca) instead of in sextuple, since 
no copy is required for the Comptroller. 


©» Prepare Form 1096 in nonuple (original and eight copies) 
instead of decuple, since no copy is required for the 
Comptroller. 


5. The symbol and title of the appropriation to be entered 
opposite the payee "Treasurer of the United States" on 
ACP-41C and to be entered in the third column of Form 
1026 shall be "12-2100(21)2 - Exportation and Domestic 
Consumption of Agricultural Commodities, Department of 
Agriculture, (Cotton Price Agjustment) (AAA) (Payments)! 


4, Enter in the third column of -Form 1096 the State and 
county codes and the scrial number of the application 
for cotton price adjustment payment under which the over-— 
payment was made instoad of -the State and county codes 
and scrial number of a commodity contract, preceded by 
the designation "'35 CAP" instead of the abbreviation 
of the commodity contract. 


indebtedness arose by virtue of the failure to account for 
the distribution of cotton price adjustment payments on Form 
CAP-3, proceed in the manner set forth in LIRGAY Seuprageror 
making set-offs in cases where the applicant's indebtedness 


arose by virtue of an overpayment in connection with a commodity 


contract, except - 


1. Prepare ACP-41C in quintuple (original on ACP-41C and four 
copies on ACP-41C0a) instead of in sextuple, since no copy 
is required for the Comptroller. 


Gh a ae Lou 
2. Prepare Form 1096 in nonuple (original and eizht copies) 


instead of decuple, since no copy is required for the 
Comptroller. 


3. The symbol and title of the trust fund to be entered 
opposite the payee "Treas. U. S." on ACP-41C and to be 
entered in the third column of Form 1096 shall be 
"128532 - Deposits of Undistributed Cotton Price Acjust- 
ment Payments", yi 


4, Enter in the third column of Form 1096 the State and 
- county codes and the serial number of the application 
. for cotton price adjustment payment under which the 
indebtedness arose instead of the State and county 
codes and serial number of:a commodity contract, preceded 
by the designation "'35 CAP" instead of the abbreviation 
of a commodity contract. 


Til. APPLICANT INDEBTED TO FSA.-- If it is determined that an applicant 
is the same person as the one whose name appears on the Register of 
Indebtedness and if the entry in the third column of the Register of 
Indebtedness indicates that the indebtedness is due to an unpaid 
loan secured from the FSA, proceed in the manner set forth in Ue PEA s- 
supra, for making set-offs in cases where the applicant's indebted- 
ness arose in connection with an overpayment under a commodity con- 
tract, except - 


A+ Prepare Form 1096 in undecuple (original and 10 copies) instead 
of decuple, since one copy is required for the FSA. Type on 
a clear copy of such form the notation "Forward to Farm Security 
Administration", 


B. The symbol and title of the trust fund to be entered opposite 
the payee "Treas. U. S." on ACP—410 and to be entered in the 
third column of Form 1096 shall be "128128 ~ Deductions from 
Agricultural Conservation Payments, Farm Security Administration. 


C. Enter in the third column of Form 1096 only the symbol and title 
of the trust fund to be credited and the name of the debtor 
in parentheses. 


De. Enter in the last column of Form 1096 the notation "FSA Seteoffll 
instead of the name of the disbursing officer and the disbursing 
officer's voucher number. 


IV. APPLICANT INDEBTED TO FCA.-- If it is determined that an applicant 
is the same person as the one whose name appears on the Register iF 
of Indebtedness, and if the entry in the third column of the 
Register of Indebtedness indicates that the indebtedness is due to 
an unpaid loan secured from the FCA, proceed as follows: 
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Prepare ACP-25 as follows: 


ue 
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13. 


Prepare ACP-25 in quintuple (original on ACP-25 and 
four copies on. ACP-25a)e_ 


Enter in the upper right-hand corner in the blank space 
following the words "Burcau Voucher No." the administra- 
tive number. This number will be the State and county 
code followed by the lot number. 


Delete the symbol and title of the appropriation appear- 
ing immediately beneath the title of the form and insert 
in lieu thereof the following: 1282215(21)2, Conservation 
and. Use of Agricultural Land Resources, Department of 
Agriculture, 1938 (AAA) (CP). 


Enter in the blank space following the word "Name", the 
name of the debtor. 


Enter in the blank space following the word "Office" the 
letters "A.A.A." followed by the name of the State office. 


inter in the space following the word "Address" the address 
of the debtor, complete as to street and box number. 


Enter in the space following the words "Prepared at", the 
address of the State office. 


Enter on the next line in the blank spaces over the words 
"State", "County", "Application serial number", the 

State and county codes and serial number of the debtor's 
application for payment. 


Enter in column (1) the gross amount of the payment 
computed for the debtor. 


Enter in column (2) the percentage of deduction for 
county association expenses and the amount of such 
deduction. 


Enter in column (3) the net amount due the debtor under 
the application for payment executed by him. 


Make no cntries in the remaining columns. 


The original shall be signed by the certifying officer 
who shall affix his title in the space provided therefor 
and insert the date on which the form was certified. The 
name of the certifying officer, his title, and the date 
certified shall be typed on all copies. 


Be 


Ce 
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14. Make no entries beneath the certification of the certify- 


ing officer. 


Do not prepare ACP-41C, ACP-42, ACP~22,or Form 1096 for such 


CAaASCSe 


Upon receipt of the application for payment and ACP-25 

the Comptroller will determine whether a set-off is to 

be made. If the set-off is to be made, the Comptroller 

will refer the case to the Claims Division of the General 
Accounting Office for direct settlement. If the set-off 

is not to be made, the Comptroller will return the case 

to the State office accompanicd by a memorandum indicating 
that a set-off is not to be made and if C-1110, Supplement A 
has not already been forwarded to the State office, such 
form will accompany the Comptroller's memorandum. Upon 
receipt of the case from the Comptroller, cancel ACP-25 

by writing across all copies of such form except the 
original the word "canceled". Prepare a memorandum to the 
Chief of Party of the General Accounting Preaudit Office 
advising him that there is on file in the State office in- 
formation from the Comptroller indicating that a set-off is 
not to be made and requesting him to withdraw his approval 
of ACP-25. Prepare ACP-410, ACP-42 and ACP-22 for such case 
in accordance with the regular procedure and forward to 

the General Accounting Preaudit Office the following: 


l. The application for payment 


3 ° ACP-42 


Oe The original of ACP-25 

6. The memorandum to the Chief of Party 

7. Any other data which was previously submitted 
to the General Accounting Preaudit Office with 
such case. 


Staple a signed copy of the memorandum to the Chief of Party 
to a copy of the canceled ACP-25 and forward such forms to 
the State Accountant. Prepare a letter to the Chief of the 
Records and Accounts Section requesting him to cancel the 
ACP-25 which was previously sent to him and advising him 
that the case is being scheduled in the regular manner 

since no set-off is to be made. 
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V. APPLICANT INDEBTED TO QO aAA AND FSA. 


be 


AMOUNT OF OF APPLICANT '$§ INDEBTEDNESS TO AAA EQUAL TO OR GREATER 

THAN Wi N NET P PAYMENT. --If it is determined that an epplicant :; is 
indebted to both the AAA and the FSA end that the amount of 

the net payment due the debtor under the application for pay~ 


ment executed by him is not in excess of the amount of his 


indebtedness to the AAA, disregard the indebtedness to the 
FSA as it relates to such application for payment, and effect 
a set-off in favor of the AAA in the manner set forth in Tin 
supra. 


AMOUNT OF APPLICANT! S INDEBTEDNESS TO AAA LESS THAN NET PAYMENT. -~ 
If it is determined that an applicant is indebted to both the 

AAA and the FSA, and that the amount of the net payment due the 
debtor under the application for payment executed by him is 
greater than the amount of his indebtedness to the AAA, proceed 
as follows: 


1. Prepare the number of copies. of ACP-41C, ACP-42, ACP-22, 
and Form 1096 specified in III, supra. 


©. Schedule in the manner set forth in II, supra, the entire 
emount of the indebtedness due the AAA. 


5. Schedule in the manner set forth in III, supra, as much of 
of the indebtedness due the FSA as is available, after 
deducting from the net payment due the debtor under the 
application for payment executed by him the amount of the 
indebtedness due the AAA. 


4. Schedule in the menner set forth in II, supra, the balance, 
if any, due the debtor under the application for payment 
executed by him, after deducting the indebtedness due the 
AAA and the FSA. 


VI. APPLICANT INDEBTED TO AAA AND FCA, 


A. 


AMOUNT OF APPLICANT'S INDEBTEDNESS TO AAA BQUAL TO OR GREATER 
THAN 2D HAN NET PAYMENT .--If it is determined that an ‘applicant is 
indebted to both the AAA and the FCA, and thet the amount of 
the net payment due the debtor under the application for 
payment executed by him is not in excess of the amount of his 
indebtedness to the AAA, disregard the indebtedness to the FCA 
as it relates to such application for payment, and effect a 
set-off.in favor of the AAA in the manner set forth in II, 


sup Ta. 


AMOUNT OF APPLICANT'S INDEBTEDNESS TO AAA LESS THAN NET PAYMENT, —- 


If it is determined that an applicant is indebted to both the AAA 
and the FCA, and that the amount of the net payment due the 


a Ma 


debtor under the application for payment executed by him is in 
excess of the amount of his indebtedness to the AAA, proceed in 
the manner set forth in IV, supra. In addition, prepare an 
administrative report on AD-42 as follows; — Paeshars 


Propare AD-42 in quintuple (original and four copies). 


form apets shall soothe deta 


Enter in the space following the words "The accompanying 
account of" the name and address of the applicant. 


inter opposite the words "Amount claimed" and the words 
"Approved for" the amount of the payment approved for the 
applicant as shown in column (3) of Form ACP-25. 


Enter after the words "Appropriation Chargeable" the symbol 
"1282215(21)2, C&UALRDA, 1938 (AAA) (cP)" 


The body of Form AD-42 should read substentially es follows; 


"According to the records of the ate State 
Office of the North Central Division, Agricultural Adjust- 
ment Administration, the above-described claimant is entitled 
to a payment in the above-stated emount subject to a deduc- 
tion for his indebtedness to the Agricultural Adjustment 
Administration on account of an Overpayment in the amount of 
made under __- Such overpayment was 


made by __., Disbursing Officer, D.0. 


Symbol No. sand by D.O. Voucher No. _ under 
date of =. __« Tne claimant is also indebted 

to the Ferm Credit Administration. It is requested that 

&@ set-off be effected first.in favor of the Agriculturel 
Adjustment Administration end the amount thereof credited 

to appropriation end that thereafter 2 set-off 
ageinst the balance due the claimant be made in favor of the 
Farm Credit Administration, and that the remainder, if any, 
be issued to the claiment.!! 


The name and address of the certifying officer shall be 
typed on all copies of Form Aap~42 except the original. 


The certifying officer shell initial the original and one 
copy of AD-42 beneath the words "Director of Finance!, 


Attach the original and three copies of AD-42 to Form ACP-25 
and the related application for payment before it is trans- 
mitted to the General Accounting Preaudit Office. Retain the 
Other copy of AD-42 in the State office. 


f 
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A. AMOUNT OF APPLICANT'S INDEBTEDNESS TO FSA EQUAL TO OR GREATER 
» THAN NET PAYMENT.--If it is determined that an applicant is 
indebted to both the FSA and the FOA and that the amount of 
.the net payment due’ the debtor under the application for pay- 
ment executed by him is not in excess of the amount of his 
indebtedness to the FSA, disregard the indebtedness to the 
FCA as it relates to such application for payment and effect 
2 set-off in favor of the FSA in the manner set forth. in Fis 
supra. 
- B. AMOUNT OF APPLICANT'S INDEBTEDNESS TO FSA LESS THAN NET 
PAYMENT,--If it is determined that an applicant is indebted 
to both the FSA and the FCA, and that the amount of the net 
peyment due the debtor under the application for payment 
executed by him is: in excess of the amount of his indebtedness 
to the FSA, proceed in the manner set forth in Vi, Dy supra, 
except that there shall be entered in AD-42 available data 
with respect to the indebtedness to the FSA instead of data 
with respect to the indebtedness to the AAA, and FSA-RR-172 
shall be attached thereto. 


VIII. INDEBTEDNESS DISCOVERED AFTER APPLICATION FOR PAYMENT CERTIFIED BY 
STATA COMMITTEE, 


A. NOTICH OF INDEBTEDNESS RECEIVED IN STATE OFFICE AFTER APPLICA 
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TION FOR PAYMENT IS CHRTIFI #D FOR PAYMENT. 


1. Applicant indebted to AAA.~-If the applicant is indebted 
to the AAA and notice of such indebtedness is received in 
the State office after the application for peyment is 
certified for payment, an effort should be made to prevent 
the check from being delivered to the applicant. If the 
check can be intercepted it should be returned to the 
Regional Disbursing Office. Thereafter, proceed as 
follows: 


a. Authorize the cancelation of the check. 


b. Prepare a dummy application for payment including 
therein the same basic data as that shown in-the 
State office copy of the original application for 
payment, except that the serial number shall be 
followed by the letter "A". The dummy application 
for payment need not be signed by the applicant nor 
approved by the county committee. 


c. Upon receipt of a copy of Form 1044 from the Regional 
Disbursing Office, indicating that the check hes been 
canceled and the proceeds therefrom deposited to the 
credit of the eppropriaetion, effect a set-off in favor 


= Petes =e 


of the AAA in the manner sct forth in II, supra 


d. When the dummy application for payment and related forms 
are forwarded to the General Accounting Preaudit Office 
such forms shall be accompanied by a memorandum to the 
chief of party of the General Accounting Preaudit Office, 
setting forth the facts of the case and making appropriate 
reference to the original check and the schedule number 
of the Form 1044 on which such check was scheduled for 
cancelation and the certificate of deposit number and 
date thereof, 


<. Applicant indebted to FSA or FCA.--If the applicant is 
indebted to the FSA or FCA and a notice of such indebtedness 
is received in the State office after the application for 
payment has been certified for payment, no effort should be 
made to prevent the issuance or delivery of the check to 
the applicant. If, in such case, a check is returned to 
the Regional Disbursing Office, prepare a memorandum to 
the Regional Disbursing Office on the reverse side of Form 
1664, requesting that the check be returned to the payee in 
view of the fact that the indebtedness of the applicant does 
not come within the purview of the Secretary's memorandum 
of May 8, 1937, with respect to the making of set-offs. 


NOTICE OF INDEBTEDNESS RECEIVED IN STATE OFFICE PRIOR TO TIME 
APPLICATION FOR PAYMENT IS CERTIFIED FOR PAYMENT.--If, because 
of an error in the State office, an application for payment is 
certified for payment after notice is received indicating that 
the applicant is indebted to the United States, an effort shall 
be made to intercept the check and have it returned to the 
Regional Disbursing Office irrespective of whether the appli- 
cant is indebted to the AAA, FSA, or FCA, 


t. Applicant indebted to AAA or FSA.--If the check issued to 
an applicant is returned to the Regional Disbursing Office 
because the applicant is indebted to the AAA or FSA, and 
it is determined that the State office had notice of such 
indebtedness prior to the time the debtor's application 
for payment was certified for payment in the State office, 
proceed as follows: 


a. Authorize the cancelation of the check, 


b. Prepare a dumny application for payment including therein 
the same basic data as that shown in the State office 
copy of the original application for payment, except 
that the serial number shall be followed by the letter 
"A", The dummy application for payment need not be 


Signed by the applicant nor approved by the county 
committee, 


a SES 2 


Upon receipt of a copy of Form 1044 from the Regional 
Disbursing Office indicating that the check has been 

canceled and the proceeds therefrom deposited to 

the credit of the appropriation, effect a set-off 

in favor of the AAA or FSA.in the manner set forth in 
II, supra, or III, supra, as the casc may be. 


When the dummy application for payment and related 
formsare forwarded to the General Accounting Preaudit 


-Office, such forms shall be accompanied by a memorandum 


to the chief of party of the General Accounting Preaudit 
Office, setting forth the facts of the case and making 
appropriate reference to the original check and the 
schedule number of the Form 1044 on which such check 
was scheduled for cancelation and the certificate of 
deposit number and date thereof, 


Applicant indebted to FCA.--If the check issued to an 
applicant is returned to the Regional Disbursing Office 
because the applicant is indehted to the FCA and it is 
determined that the State office had notice of such 
indebtedness prior to the time the debtor's application 
for payment. was certified in the State office, proceed 
as follows: 


Qe 


Prepare a memorandum to the assistant disbursing 
officer on the reverse side of Form 1664 requesting 

that the check be forwarded to the Claims Division 

of the General Accounting Office in order that a set-off 
may be effected in favor of the Farm Credit Administra- 
ip Frey vies 


Prepare an administrative report on AD-42 as follows: 


(1) Prepare an undated AD-42 in quintuple (original 
and four copies) 


(2) Enter opposite the words "The accompanying 
account of" the name and address of the applicant. 


(3) Enter opposite the words "Amount claimed" and 
the words "Approved for" the amount of the 
check which was forwarded to the General Account- 
ing Office unless there was an error in the 
amount of the check, in which case enter opposite 
the words "Amount claimed" the amount of the check, 
enter opposite the words "Differences explained 
below" the difference between the amount of the 
check and the correct amount due the applicant, 
and enter opposite the words "Approved for" the 
correct amount due the applicant. 


(4) 


voy 


(6) 


(7) 


(8) 
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Delete the word "Chargeable" after the 

word "appropriation" and enterin lieu thereof 
the word "charged", Enter opposite the words 
"appropriation charged" the symbol '1282215(21) 
2, C & UALRDA, 1938 (AAA) (CP)." 


The body of AD-42 should read substantially as 
follows: 


"According to the records of tho 
Stato Office, North Central Division, Agricultural 
Adjustment Administration, check number 


Was issued in favor of under 
date of » Such check was issued by 


the regional disbursing officer at 

under D. O. Symbol No. | and was returned 
to that office because the payee is indebted to the 
Farm Credit Administration. The regional disbursing 
officer has been requested to forward the above- 
described check to the Claims Division of the 
General Accounting Office in order that a set-off 
may be effected, since the indebtedness to the 

Farm Credit Administration comes within the purview 
of the Order of the Secretary of Agriculture, dated 
May 8, 1937, with respect to the making of set-offs. 
The payee is entitled to the proceeds of the above- 
described check subject to the claim of the Farm 
Credit Administration." 


Type the name and address of the cortifying officer 
on all copies of AD-42 except the original. 


The certifying officer shall initial the original 
and first copy of AD-42 under the words "Director 
of Finance", i 


Forward the original and two copies of AD-42 to the 
North Central Division and retain the other copy in 
the State office files. 


se ai 


IX. DISTRIBUTICN OF FORMS. 
A. INDEBTEDNESS To AAA. 
, 1. Overpayment under commodity contract (See Chart No. 1) 
ae Distribute ACP-410 as follows: 


(1) Forward the original and three copies to the 
General Accounting Preaudit Office. 


(2) Forward one copy to the State accountant. 
(3) Retain one copy in the State office files. 


(4) When a copy of Form 1096 is returned from the 
Regional Disbursing Office with the certificate 
of deposit number and date of deposit show 
thereon, forward the State office copy of ACP-410 
to the Comptroller, Agricultural Adjustment 
Administration, Washington, Ue Ce 


a. 
oh 
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When a copy of ACP-41C is returned from the 
Regional Disbursing Office forward such copy to 
the State accountant. 


be Distribute ACP-42 as follows: 


(1) Forward the original and one copy to the General 
Accounting Preaudit Office. 


(2) Forward one copy to the State accountant. 
ce Distribute ACP-22 as follows: 


(1) Forward the original and five copies (including 
the cony with the notation "Forward to Records 
and Accounts Section") to the General Accounting 
Preaucit Office. 


(2) . Forward the remaining copy to the State accountant. 


(3) When a copy of ACP-22 is returned from the 
General Accounting Preaudit Office, forward such 
copy to the State accountant. 


(4) When a copy of ACP-22 is returned from the ee ee 
Disbursing Office forwerd such copy to the Stat 
accountant. 


a. Distribute Form 1096 as follows: 


(1) Forward the original end four copies (including the 
copy marked "Forward to Records and Accounts Sophie eit 
to the General Accounting Preaudit Office and retail 
five copies in the State office files. 


Re 
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(2) The General Accounting Preaudit Office will 
forward the original and three copies to the 
Regional Disbursing Office and the Regional 
Disbursing Office will forward one copy to 
the Records and Accounts Section, 


(3) When a copy of ACP-22 is returned from the 
General Accounting Preaudit Office distribute 
two copies of Form 1096 as follows: 


(a) Forward one copy to the Accounting and 
Bookkeeping Division, General A;counting 
Office, Washington, D. C. 


(>) Forward one copy to the Division of 
Bookkeeping and Warrants, Treasury Department, 
Washington, D. C, 


(4) When a copy of Form 1096 is returned from the 
. Regional Disbursing Office with the certificate 
of deposit number and date of deposit shown 
thereon, enter such data on the remaining copies 
of Form 1096 which were retained in the State 
office and distribute such copies as follows: 


(a) Forward one copy to the Office of Budget 
and Finance, Department of Agriculture, 
Washington, D. C. 


(bv) Forward one copy to the Comptroller, Agri- 
Cultural Adjustment Administration, 
Washington, D. C. 


(c) Forward one copy to the State accountant. 


(d) Retain the remaining copy in the State offtice 
files. 


Overpayment under the 1936 Apricultural Conservation Program 
(See Chart No. 2) 


‘a. Distribute ACP-41C in the manner set forth in IX, A, 


1, a, supra, except that no copy shall be forwarded 
to the Comptroller. 


b. Distribute Form ACP-42 in the manner set forth in 
PAP A, 2s ey. Sora. 


c. Distribute ACP-22.in the manner set forth in IX, A, 
Lo eau Oe 


d. Distribute Form 1096 in the manner set forth in 
IX, A, 1, d, supra, except that no copy shall be 
forwarded .to the Comptroller, — 


ta 


as 


‘ a ao 
‘ 
Overpayment. under, 1937 Cotton. Price. Adjustment Program 
(See Chart No. 2).--Distribute ACP-410, ACP-4e, ACP-22, 


~-and Form 1096 in the manner set forth in Ia, A, 2, supra. 


. Feilure to account on CAP-3 for Distribution of Cotton 


Price Adjustment Payments (See Chart No. 2).--Distribute 


' ACP-41C, ACP-42, ACP-22, end Form 1096 in the manner set 
forth in Ix, A, 2, supre. 


, INDEBTEDNESS 10 FSA (See Chart No. 3) . 


Distribute ACP-41¢ in the manner set forth in IX, ae 
supra. 


Distribute ACP-42 in the manner set forth in Tt hy, heehee 


- supra. 


Distribute ACP~22 in the manner set. forth in 1G. Cpas ee Fea = 
supre. 


Distribute Form 1096 as follows; 


a. Forward the original and five copiss (including the 
copy marked "Forward to Records and Accounts Section!" 
and the copy marked 'Forwerd to Farm Security Administra- 
tion) to the General Accounting Preaudit Office and 
retain the other five copics in the State office files. 


b. The General Accounting Presudit Office will forward 
the originel end four copies to the Regional Disbursing 
Office and the Regional Disbursing Office will forward 
one copy to the Records and Accounts Section and will 
forward one covy to the Regional Director of the 
Ferm Security Administration. 


c. When a copy of ACP-22 is returned from the General 
Accounting Preeudit Office distribute two copies of 
Form 1096 as Follows; 


(1) Forward one copy to tae Accounting and Bookkeeping 
Division, General Accounting. Office, Washington, 
Tie! ha 


(2) Forward one copy to the Division of Bookkeeping 
and Warrants, Treasury Department, Washington, By te 


d. When a copy of Form 1096 is returned from the Regional 
Disbursing Office with the certificate of deposit number 
and date of deposit snown thereon, enter such data on 
the remaining copies of Form 1096 whica were retained 
in the State office end distribute such copies as follows: 


(1) Forward one copy to the Office of Budget and 
Finence, Department of Agriculture, Washington, D. OC. 


De 


sO 


(2) Forward one copy to the Comptroller, Agricultural 
Adjustment Administration, Washington, D. C. 


(3) Forward one copy to the State accountant. 
(4) Retain the remaining copy in the State office file. 
FSA-RR-172.--There will be one’ copy of FSA~RR 172 in the 


State office. This copy should be stapled to the copy of 
Form 1096 which bears the notation "Forwerd to Farm Security 


Administration" and will be forwarded to the Generel Account— 


ing Preeudit Office with the other copies of Form 1096. 


Cc. INDEBTEDNESS TO FCA (See Chart No. 4) 


fie 


ae 


Distribute ACP-25 as follows: 


a. Forward the original and two copies to the General 
Accounting Preaudit Office. 


b. Forward one copy to the State accountant. 


c. Forward one copy to the Records and Accounts Section, 
Washington, D. 6. 


d. Whena copy of ACP-25 is returned from the Generel 
Accounting Preaudit Office, forward such copy to the 
State accountant. 


The Claims Division of the General Accounting Office will 
effect a set-off in the case and will prepare a settlement 
on Form:39. The original and one copy of Form 39 will be 
forwarded to the Division of Disbursement. The Division 
of Disbursement will mail to the payee the original of 
Form 39 together with the check issued under the settle— 
ment. iThe Claims Division of the General Accounting 
Office will forward one copy of Form 39 to the Office 

of Budget and Finance which office will forward such copy 
to the Records and Accounts Section. The Records and 
Accounts Section will prepare three copies of AAA-367 
(which form is a true copy of the Certificate of Settle- 
ment, Form 39) and will forward such copies of AAA~367 

to the Conservation Accounting and Procedure Section. 

One copy will be forwarded to the Comptroller and the 
remaining two copies will be forwarded to the Director 

of the North Central Division who will forward such copies 
to the State office. Upon receipt of such copies, forward 
one copy to the State accountant end forward the remaining» 
copy to the county office. 
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Chart No. 3- DISTRIBUTION CHART 
Where 
Applicant is Indebted to the Farm Security Administration 
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Chart No. 4. 


DISTRIBUTION CHART 
Where 
Applicant is Indebted to the Farm Credit Administration 
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_ AGRICULTURAL ADJUSTMENT ADMINISTRATION TaGEI VED 


NORTH CENTRAL DIVISION. 1 OY MARI7 1938 %* 


PART VIb - CLEARANCE UNIT, = | ~!- 8. Dewormeens uw’ J. gzicultare 


Procedure for Handling Claims and Ad.jus 


I. GENERAL INSTRUCTIONS. 


A. Personnel. All cases involving returned United States Treasury 
checks, refunds, and adjustments shall be handled by the 
Clearance Unit. 


B. Definitions. As used in this Part VIb, the following terms 
shall have the following meanings: 


1, APPLICATION. means an application for payment (NCR-116, 
NCR-117, or NCR+155), 


&. APS means the Application for Payment Section in a 
State office. 


| . 3. CHECK means a United States Treasury fale issued as 
& payment under an application. 


4. DISBURSING OFFICE means the Regional Disbursing Office 
which mokes disbu tee fora. state office, 


Se REFUND means a remittance, other then a-Unitcd States 
Treasury Check, such as a money orcer, cashier's check, etc. 


6» SUMMARY means 2 summary of performance and the supplements 
thereto (NCR-114, mica Sar and NCR-114C). 


7. THEASURER means the treasurer of a county association. 


ky, DET EEMINATION OF ACCEPTABILITY OF CLAIMS .--Because of the administra- 
tive cost of of hondling > clr ins, the filing of claims should be dis- 
couraged whenever the anount. of money involved is not substantial. 
Such claims as are received shell be allowod or disallowed on the 
basis of the instructions contained herein. 


A. Claims Which May Be Allowed. eusitnits of the following types 
may be allowed if properly - substantiated: 


. 1. Death or incompetency. Where a person who has made an 
application dies or becomes incompetent before receiving 
paynent, «a claim by any person eligible to receive such 


payment shall be allowed. 


on TS 


Mechanical Errors in APS. Where it is determined that a 
mechanical error has been made-in the APS and a claim 
is presented for the amount by which the correct payment 


exceeds the payment made, such claim shnll be allowed 


Mechanical Errors in County Office. Where a mechanical 
error has been made in the county | office such as errors 

in the computation of areas of fields on NCR-113 (including 
errors in planimeter reading in countics using aerial 
photography), crrors in transfor of @atn from NCGR+112 

to NCR-114, NCR-114A, or NCR+114C, or errors in computa- 
tions on NCR-114, NCR-114A, or NGR-114¢, and a clain is 
presented for the anount by which the ee computed 
after correction of such error exceeds the payment nade, 
such claim shall be allowed, provided: 


a. <A written report on such case is made by a designated 
representative of the State committee, who has in- 
vestigated such case and which report shows conclusively 
that such crror has-been made, 


b. It is apparent from such report that the basic data 
on the forms which constitute the basis of the 
preparation of applications are reasonably legible 
and show no evidence of having been changed. 


ce. The allowance of such claim is recommended in 
writing by the county committee. 


d. The allowance of such claim is approved by the 
chairman of the State committee or another member 
of the State committee designated by the chairman. 


Reclas sification goes Land. Where an error has been made in 


the classification of a crop or land use and a claim is 


presented for the amount by which the payment ie 


after correction of such error exceeds the payment mad 
such claim shall be siianaae provided: 


ae A written report on such case is made by a designated 
“representative of the State committee who has investi-~ 
gated such case, which report shows conclusively that 
the crop or lend use was improverly classified. Such 
report should be MONO: upon an inspection of the land 
involved or, if an inspection of the land does not 
clearly abe whether such land was properly classified, 

such report should be based upon affidavits and state— 

ments by the person making the claim, his neighbors 
or the farm reporter or community Bernie te ont who 
inspected the land. 

0b. The allowance of such claim is recommended in writing 
by the county committee. 


(Sp) 
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ce The allowance of such claim is approved by the chairman 
of the State committee or another member of the State 
committee designated by the chairman. 


Use of Improper Form. Where, either as a result of an 
error in the Entry Unit of the APS or as a result of 
an error on NCR-118 or NCR-118A, an NCR-117 was prepared 
where an NCR-116 should have been prepared, or vice 
versa, and a claim is presented for the correction of 
such error, such claim shall be allowed when proof of 
the error is established. If proof of the error cannot 
be established from information in the State off ice. ia 
written report on such case shall be preparea by a 
designated representative of the State committee who 
sholl have examined the records in the county office, 
Such report must show conclusiveiy that the wrong form 
was used. 


Submission of Summaries and Applicctions after Closing 
Date. The final date for the a ceptance of summaries 
shall be June 40, 1938, unless work in the State office 
has progressed to a ices) nt which in the opinion of the 
State committee warrants the establishment of an earlier 
Gaate and hak Ares pe may not be accepted in the State 
office after June 30, 1938, or within 30 days of the 

date of mailing of an application to the county office, 
whichever is la ber. An exception may be made of this rule 
if it can be definitely established thet failure to submit 
a summary or to return a signed application may not be 
attributed to negligence or carelessness on the part of 
the applicant. Summaries or applisztions sulmitted after 
the closing date for the acceptance thereof shall be 
treated as claims, and any such claim mav be allowed, 
provided: 


ae It is accompanied by a statement signed by the apnli~ 
cant setting forth the fact that the submission of 
such summary or application after the closing date 
for the acceptance thereof was not due to negligence 
or carelessness on his part. 


be The allowance of such claim is recommended in writing 
by the county committee. 


c. The allowance of such claim is apvroved by the 


chairman of the Stote committee or another member 
of the State committee desis snated by the chairman. 


Miscellaneous Claims. Claims which do not come within the 
classification in paragraph A of this Section II may, at the 
discretion of the Stete committee, be transmitted to the 
Director of the North Central Division for consideration. 


ee 
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Closins Date for Acceptan e of Claims, Except as provided 


a a ee s en ee eee 


in naregraph' A, 6 of this Section II, the final date for 
the acceptance of claims shall be June oy, L938, or wothin 
oO days Of the dste of issuance of the chec’: under an 


apol 


ication, whichever is later... 


DEFPAYMENTS: 


Exailinetion of Claim. 


1. Determine that there is a statement of claim in writing 
over the sisnature of the. claimant. In the event the 
cleim is based on a change in basic agricultural cata 
such statement of claim must clearly set forth the change 
anc. the reason therefor, anc. should be accompanied by a 
properly prep.red summary. 

ae 


Determine that the claim is one -which nay be allowed 
uncer Section II of this Part VIb. 


Disposition of Check or Refund.--If the check issued under 


the 


original application was returned or the amount thereof 


refunded, authorize the return of such check or refund to 
the payee and advise the pavee thnt the a ceptance thereof 
will not prejudice his clain for any additional paynent to 


whic 
Prep 


Re = 


gs, 


h he may be entitled, 


eration and, Hondling of Corrected Avplication. 


© a 


If the clain is found to be acceptable prepare a 


corrected: application arid compute the payment due 
thereunder. The corrected application shall bear the 


Ww 
e 


based. on the use of en improper form. Enter immediately 
to the left of the net‘ payment computed the amount 
previously paic. and enter to the left of the amount 
previously paic the amount of the adjustment payment, 
which will be the difference between the net payment 
ana the amount previously paid. Make similar entries 
for county association expenses and gross vayvments, 
Thereafter, forward such application to the county 
office for the signature of the applicant and a member 
of the county committee. In all such cases a core 
rected application must be signed by the applicant 

and by a member of the county committee irrespective 

of whether the error which resulted in the underpayment 
was made in the county office or in the APS. 


Unon receipt of the corrected application from the county 


“office, examine such application and compare it with 


the State office copy.’ If such application is found 
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to be regular in every respect, schedule the amount of 
the acjustment in the gross payment, the amount of 

the adjustment in county association expenses and the 
amount of the adjustment in the net payment in the 
regular manner except that each case shall be scheduled 
on a seperate voucher, 


Cortit fication of Adjustmont Payment.--Propare a memorandum 
to the fe of party of the General Accounting Preaudit 
Office on Form NCR-128 and transmit such memorandum together 
with ae corrected application and voucher to the General 


Accounting Preaudit Office. 


IV. OVERPAYMENTS, 


oo 


ae 


change in basic nae ultural data, determine that there 
are present « properly prepared summary and a statement over 
the signature of a member of the county committee, clearly 
setting forth the changes and tre reason therefor. 


Examination of Clnim.--In the event the claim is bascd on 
ry 
cu 


Prevaration of | Corrected Applic otion,—-Prepe “re a corrected 


application and compute “the payment | due thereunder. The 
corrected application shall bear the same serial number as 

the original application, followed by the letter "A", except 
where the claim is based on the use of an improper form. 
Enter immediately to the left of the amount of cdecuction 

for county association expenses the amount of county 
association expenses previously charged and enter immediately 
to the left of such entry the difference between such amounts. 


Disposition of Check or Refund.--Do not mail the corrected 
aplication “to the cc county office until the check issued under 
the original application has been returned or until a refund 
equal to at least the amount of the overpayment has been 
received. If the check issued under the original application 
has been returned, authorize the cancellation of such check. 
If a refund in the exact amount of the overpayment has been 
received, schedule such refund for deposit to the appropria- 
tion against which the original payment was charged. If a 
refund in excess of the amount of the overpayment is received, 
schedule such refurd for deposit to the Special Deposits 
Account. In all such enses the corrected application must be 
signcd by the applicant and by a member of the county committee 
irrespective of whether the error which resulted.in the over- 
payment was made in the county office or in the APS. 


Handling of Corrected ee ition and Completion of Case. 


1. Upon receint of the corrected agplication from the county 
office, exemine such application and compare it with the 
State office copy. If such application is found to be 


” 
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regular and if the check issued under the original 
application nas been canceled as evidenced by a copy 
of Form 1044 (Schedule of Canceled Checks) which has 
bcen returned by the Disbursing Office, schedule the 
amount due under the corrected application. in the 
regular manner except that cach case shall be 
scheduled on a separate voucher. 


Where the original check has been canceled, prepare 

@ memorandum to the chief of party of the Generel 
Accounting Preandit Office on Form NCR-128 and transmit 
such memorandum together with the corrected application 
and voucher to the General Accounting Preaudit Office. 


Where a refund has been made in the exact amount of the 
overpayment, attach a statement to the corrected applica- 
tion indicating that an appropriate adjustment has been 
made and file such corrected application in the APS. 


Where a refund has been made in excess of the amount of 
the overpayment, authorize the transfer of the amount 

of the overpryment from the Special Deposits Account to 
the appropriation against which the original payment 

was charged by use of Form 1045; authorize the return 

of the amount of the refund in excess of the overpayment 
to the payee by use of Forms 1047 and 1048; attach a 
statement to the corrected application indicating that an 
appropriate adjustment nas been made; and file the cor- 
rected application in the APS. 


In any case involving en overpayment, as soon as 2 satis- 
factory adjustment has been made, withdraw two copies 

of ACP-28 and indicate thereon under "Action Taken! the 
amount of county association expenses previously charged 
if the original check has been canceled or indicate 
thereon under "Action Taken" the amount of county 
association expenses previously charged, the correct 
emount of county association expenses and the difference 
between such amounts if a refund was madee Forward one 
copy of ACP-28 to the State accountant with a copy of 
Form 1044 and forward the other copy of ACP-28 to the 
Records and Accounts Section, Agricultural Adjustment 
Administration, Washington, D. C. 


V. RETURNED CHECKS. 


Ae 


Period of Retention of Undelivered Checks. Checks forvarded 
to the treasurer must be delivered within twenty-one days 
after receipt thereof or returned to the Disbursing Office. 
If a check is not claimed within ninety days after the 

first day of the month next following the month during which 
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such check was issued, it will be forwarded to the Check 
Section, Records. Division, General Accounting Office, where 
it will be retained until the end of the fiscal year next 
following the fiscal year during which the check was issued 
unless claimed prior to that time. . Thereafter, the check 
Will be deposited in the United States Treasury to the credit 
of a trust fund account entitled "Qutstanding Liabilities". 


Notification from Disbursing Office of Returned Checks. 
When a check is received in the Disbursing Office, the 
Disbursing Office will prepare Form 1654-A showing thereon 
the name and address of the payee, the check number, date, 
of issuance, and amount of the returned check, and the 
Disbursing Officer's symbol number and voucher numbere 

The original and three copies of Form 1664-A will be for- 
warded to the State office. Such form shall be filed in 
alphabetical order pending determination as to the proper 
disposition of the check. If a check is returned to the 
State office rather than to the Disbursing Office, forward 
such check immediately to the Disbursing Office. When 
Forms 1664-A are received in the State office, prepare 
ASP-28. File any correspondence received from the county 
office with respect to returned checks in chronological 
order so that such cases may, insofar as is practicable, 
be handled in the order of their receipt. 


Cangelation and Redelivery of Returned Checks. 


because the amount thereof or the name of the payee 
thercon does not agree with that shown on ACP-416 

on which the payment was listed, forward such check 
immediately to the Disbursing Office with a request 
that a corrected check be issued. In such case, Form 
1044 need not be prepared. 


1. Disbursing Office Error. If a check is returned 


ee Overpayment. If a check is returned because the amount 
thereof is more than that to which the payee is entitled 
and such incorrect amount was not due to an error in the 
Disbursing Office, authorize the cancelation of such 
check by use of Form 1044 if the check is held in the 
Disbursing \ffice or by use of Form AAA-375 if the 
check is held in the Generel Accounting Office. Indicate 
the action taken on Form 1664-4. 


3- Underpayment or Failure to Deliver Check. If a check is 
returned because the amount thereof is less than the 
amount to which the payee is entitled or because of 
failure to deliver such check within the el-day period, 
or if a check is.returned by the post office because of 
insufficient or incorrect address, and if such check 
is being held in the Disbursing Office, authorize the 
return of such check by use of Form 1664-4 upon receipt 


VI. 
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of a claim therefor over the signature of the vayee, 
showing his present address. In such cases if the check 
has beer forwarded to the General Accounting Office, 
euthorize the return or reissuance of such check by use 
of Form AD-42. 


LOST CHECKS. If the State office is notified that a check has 
been lost, stolen or destroved, such notification shall be 
forwarded immediately to the Disbursing Office. The handling 
of such cases comes within the exclusive jurisdiction of the 
Treasury Department and aporopriate action will be taken .by 

the Disbursing Cffice to make a satisfactory settlement of such 


cases. 


Ae Examination and Endorsement. Remittances received in the 
APS should be in the form of postal money orders, certified 
checks, or . cashier's checks. ixanine any such remittance 
to determine that it is properly dated, that the written 
and numerical amounts thereon agree and that such renittance 
is negotiable in form. All remittances should de drawn in 
fevor of the Treasurer of the United States, but if a remit- 
tance is drawn payable to the "North Central Division! or 
to the "Agricultural Adjustment Administration", or to the 
"Department of Agriculture" or in a similar impersonal manner, 
it may, if otherwise negotiable, be accepted and endorsed 
with a rubber stamp as follows: 


"Pay to the Order of 
ne Treasurer of the United States, 
on of Disbursement, Treasury Department, 
al Division, AAA, U. S. Devartment of Agriculture. 


te 


Divisi 
North Centr 


Ce 


State Office " 


Remittances draw payable to some person other than the 
treasurer of the United Statcs or remittances which are 
not negotiable in form must be returned to the remitter 
through the county committee with a request that a new 
remittance, negotiable in form, be submitted payable to 
.the Treasurer.of the United States. 


B. Disposition of Remittance. If a remittance is found to 
be acceptable, prepare ACP-28 in connection therewith. 


Under no circumstances shall remittances be retained in 
the State office longer than two dayse Such remittances 
Shall be returned to the remitter through the county office € 
or scheduled on Form 1044 and forwarded to the Disbursing 
Office for deposit. If the remittance is for the exact 
emount of an overpayment, such remittance shall be scheduled 
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on Form 1044, used as a schedule of collections, for deposit 
to the apvropriation egainst which the overpayment was 


‘charged. In the event the remittance is in excess of the 


anount of the overpayment or if the reason for the remittance 
is not know, such remittance shall be scheduled on Forn 
1044, used as a schedule of collections, for deposit in the 
Special Deposits Account. In such cases, when the exact 
emount of the overpayment is determined or when the reason 
for the refund is determined, autnorize the transfer of the 
proper amount of the renittance from the Special Deposits 
Account to the proper appropriation by use of Form 1046 

and authorize the return of any enount of the renittance 

in excess of the overpaynent to the renitter by use of 

Forms 1047 and 1048. If it develops that a remittance 

was not honored when presented for peyment, the Disbursing 
Office will return the dishonored remittance to the APS 
together with two copies of Form 1044, used as a schedule 

of uncollectible checks. In such cases, one copy of Form 
1044 should be signed by the certifying officer and returned 
to the Disbursing Office as a receipt for the returned 
remittancee The uncollectiblo chee should be returned to 
the remitter and immediate steps should be taken to secure 

@ remittance yhich will be honored when presented for payment 
thereafter, prepare Form ACP-24 in connection with such 
uncollectible check. Then a collectible remittance is 
received, insert a notation on the Form 1044 on vhich such 
collectible remittance is scheduled indicating that the 
renittance revresents the recovery of the amount of the 
uncollectible remittance previously scheduled on Form 1044, 
Schedule of Collections, Schedule No. . 


VITI. PREPARATION, EXAMINATION AND DISTRISUTION OF FORMS. 


Ae 


Se 


Horm ACP=28, Official Receipt. 


1. Purpose of Form. Form ACP-28 is used to receipt for 
a returned treasury; cheek or other remittance end to 
notify the State accountant and the Records and Ac- 
counts Section of adjustments in county association 


expenses. 


&e Prepare ACP-28 in quadruplicate (original and 
two copies on ACP-28 and one copy on ACP-284). 


be Enter in the spaces provided therefor 
(1) The nane and complete address of the renitter 
(the person who returned the check or who 


subnitted the refund). 


(2) The applicant's nane. 
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(3) Tie- nature of the renittance (U. S. Treasury 
Saas -certified check, money order, etc.) 


(4) The payec! s nane (In case of a U. Sé« Treasury 
Check, the neme of the payee shall be the name 
on the returned check and in the case of a refund 
such name shall be the name of oe payee on the 
renittance. 


(5) The D. C. Voucher Number of the voucher under 
which the payment was made and the date of 
such voucher. 


(5) The receipt number, if the remittance is other 
tnen aU. S. Treasury Check. The first 
renittance other than a U. & Treasury Check 

shall be numbered "37-1" and succeeding renit-— 
tances shall be numbered "37-2", "37-3", etc. 
Do not ass en recei pt numbers to Forms ACP—-28 
prepared in connection with returned treasury 

checks. 


(7) The State and county code end serial nunber of 
the application. 


(8) The date, check or remittance number, and the 
anount of the renittance 

The certifying officer shall sign ACP-28A in the 

space provided for the signature of the officer in 

charge end such form shall then be forwarded to the 

remitter. The original and copies of ACP-28 shall 

be filed fenaiis disvosition of the remittance. 


3. Completion of A0P-28 after Disposition of Remittance. 


If a returned check is authorized to be-returned to 
the payee, enter under the heading "Action Taken" 
the notation "See attached form! and attach to By 
original and two copies of ACP-28 a copy of For 
1664-4 or a copy of AD-42, vhichever was used i 
authorizing the return of such check. File all 
copies of ACP-28 inthe APS. 


If a returned check has been canceled, enter under 
the heading "Action Taken" the notation "See attached 
form" and attach to the APS copy of ACP-28 a copy 

of Form 1044 or a copy of AAA-275, after such form 
has been returned from the Disbursing Office or the 


General Accounting Office, as the case may be, indicat- 


ing that the check has aeten canceled. inter in the 
ody of ACP-28 the amount of the county association 
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expenses previously charged. betas? sittitles what part, 
if any, of the original payment is reclaimable,. 
Distribute the copies of such form ¢ as set forth in 
Subdaragrapli 4 of this paragraph A. 


If a refund equal to or in excess of the amount of an 
overpayment has been scheduled, enter under the 
heading "Action Taken" the notation "See attached 
form(s)" and attach to the APS copy of ACP~28 a copy 
of any form used in effecting disposition of the 
remittance. Enter in the body of ACP-28 the 

anount of the county association expenses previously 
charged, the correct amount of county association 
expenses, and the difference between such amounts. 
Distribute the copies.of such form as set forth in 
subparagranh 4 of this paragraph A. 


The certifying officer shall sign the original and 
one copy of ACP-28... 


ribution of ACF-28. 

Forward the original to the’ State accountant. 
Forward a signed copy to the Records and Accounts 
Section, Agricultural Adjustment Administration, 


Washington, D. OC. 


File the unsigned copy in the APS files together 
with the forms used in effecting disposition of 


the Pianos tdi 


Be Form 1664-A, Raine of Check Returmed. 
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Completion of Form. 


Check the applicable box to indicate the disposition 
to be made of the returned check. 


If the check is to be remailed to the payee type 
the name.and present address of the payee in the 
box provided therefor. 


The original and second copy shall be initialed 
and the first copy signed by the certifying 
officer. The title of the certifying officer 
and the date of signature shall be typed on the 
original and all copies. 


Distribution of Form. 


Qe 


De 


Forward the original and first two copies to the 
Disbursing Office. 


File the third copy with the APS copy of ACP-28. 


OC. 


AD-42 
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sates Form. AD~42 is used.to authorize the 
General. “Accounting Office er return a gencek to the 
Dayee. 


Preparation of Form, 


a 
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it 


Prenare AD-42 in quadruplicate (original end three 
copies). 


After the word "of" insert the name and address of 


the: ole Aimant. 


Insert the amount claimed in the space provided 
therefor. This amount snall be the amount which 
is coves by tne applicant or in the absence 
of a definite claim by the anplicant it shall be 
the amount of the check which is being retained 
by the General Accounting Office. 


Enter after the words "Approved for" the amount 
which is properly allowable to the claimant. Such 
amount will usually be the amount: of the check which 
is being held in the General Accounting Office. If 
there is any difference between the amount claimed 
and the amount approved, such difference shall be 
entered after thecincree "Differences explained 
below" and an explanation of such difference shall 
be set. forth in the body of the form. 


Delete the word "Chargeable" and insert in lieu 
thereof the word "Charged", Enter after the word 
"Charged" the symbol and title of the appropriation 
to which the amount apvroved has been aes Se 


The body of the form should ad Peta as 
follows: 


"According to the records of the 

State Office, North Central Division, Agricultural 
Adjustment rae oie a leech check number 
in tne amount of » aated ; 

ssued by G. F, Allen, Chief Disbursing Officer, in 
connection with 1937 application No. 
through the Regional Disbursing Office at 
under symbol number ‘ ,» was returned to the 
Regional Disbursing Office and forwarded by that 
office to the General Accounting Office under date 
of _+ There is attached hereto a state- 
ment of claim signed by the payee requesting the 
return of this check and indicating the payee!s 
present address, The payee is still entitled to 
the proceeds of this “check." 


r dee initial -the original and 

O below the words Nuria of Finance" 
full name and a save’ of the certifying officer 
ped on tne first copy of AD-42, 


Distribution of Form, 


Forward the original end. two copies together with the 
statement of claim to the Director of the North Central 
Division, 


File the third copy with the APS copy of ACP-28. 


Upon receipt of 2 copy of the letter used in trans- 
mitting the check from the General Accounting Office 
to the payee, filé such letter with the APS copy of 
ACP~26, 


Form 1044, Schedule of Cnnceled Checks. 


eee Ce OF _Form. This form 


is used to schedule United 
gs Trensury Checks Acld by the Disbursing Office 
deposit to the appropriation against which such 


checks. were cram. 


au) 


Proparation of Form. 


co 


ie 


Prepare Form 1044 in sevtuple (original and six copies). 


Delete the vord "COLLEOTIONS" in the title and 
insert above such wor e vorcs "CATICELED CHECKS", 


Enter the State and county code above the words 
"Scheculc of Canecled Checks". Do not schedule 
checks from more then one county on one sct of Forms 
1044, } 


Enter in the first line in the uppor right-hand 
corner the schedule number. Assign No. "37-1" to 

the first sct of forms ond assign consecutive numbers 
to succeeding sets of forms. Where more than one 
sheet is required for a schedule the sheets shall 

be numbered consecutively for cach schedule. 


Enter in the space immediately above the words 
"Department or Establishment" tho word "Agriculture", 


Enter in the space above the words "Burcau or Office", 
the letters "A.A.A." and the name of tho State office. 
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Enter immediately following the words "Received by" 
the name "G, F, Allen": onter over the vord "Title" 
the words "Chief Disbursing Officer"; and enter im- 
mediately above the word "Station" the city and State 
where the Regional Disbursing Office is located. 


Enter immediately following the word "Period" the 
month during which it is anticipated that the 
Disbursing Office will handle such form, 


Enter in the space provided therefor the disbursing 
office symbol number furnished by that office to be 
used for this purpose. 


Delete the word "received" in the first column and 
insert in lieu thereof the words"check issued". Enter 
in such column the date of the check. 


Delete the word "Receipt" in the heading of the. 
second column and insert in licu thereof the word 
"Check", Enter in this column the number of the 
check which is to be canceled. 


Delete the word "Romitter" from the heading of 

the third column and insort in licu thereof the 
word "Payee", Enter in this column the name of the 
payee and enter under the name of the payee the 
Disbursing Officer's voucher number. This number 
may be obtained from Form 1664—A. 


Enter in the fourth column the words "Payee not 
entitled, 


Enter in the fifth column the amount of the check, 


Enter in the last column the symbol and title 
"1282215(21)2 C & UALRDA, 1938 (AAA) (cP)", 


Obtain the total for all amounts shown in the fifth 
column and enter such total in the space provided 
therefor, 


Enter imniediately following the word "Forwarded"! 

in the lower right-hand corner of tho form the 

date such form is forwarded to tho Disbursing Office. 
The cortifying officer shall sign on the next line 
following the vord "By" and enter his title in the 
next line following the word "Title". The nane and 
title of the certifying officer shall be typed on all 
cOpLes. 


. 
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Make no ontrics in the: lover loft-hand corncr of 
the form as this snace is reserved for the use of 
the Disbursing Office. 


Stamp on one copy the vords "Forward to Records 
and Accounts Section, Agricultural Adjustnont 
Administration, Washineton, Deen 


Distribution | of Forn. 

Forward the original and four copies (including the 
copy for the Records and Accounts Section) to the 
Disburs Sing Office. 


Retain two copies in a pending file until the 
reccipted copy is returned from the Disbursing Office. 


Upon receipt of the original and four copies, the 
Disbursing Office clerk will fill in the first and 
second lines in the lower left-hend corner of the 

form and will. retain one copy in the Disbursing Office, 
return one copy to the State office, forward one 

copy to the Records and Accounts Sect on. Acricultural 
Adjustment Administration, and gsi the original 
and one copy to the Treasury Department in Washington, 
D. C., from whence the original vill be forwarded to 
the General Accounting Office in Wushington, D. C. 


When the receipted copy is retwi~ed by the Disbursing 
Office enter on the copies in tle ;ending file the 
data shotm in the lower left-hand corner of tho 
reccipted copy. 

Forward. receipted copy together with the original of 
ACP-28 to the State accountant. 


Forward one copy to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


File the remaining copy with the APS copy of ACP-28. 


E. Form AsA-375, Request for Cancelation of Check. 


__ SRR Em emomaatas a ly 
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Purpose of Form. This form is used to request the cancel- 


ation of a United States Treasury Check held by the 
General Accounting Office. 


Preparation of Form. 


Qe 
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Prepare AAA-375 in triplicate lorie cinal and two covies). 


Enter in the Peet een end corner.in the spaces 
providec therefor the State and county code and 
serial number of the application under which the 
check was issued. 


AS 


inter in the upper right-hand corner in the space 
proviced therefor the schedule number. The schedule 
number shall be assigned in the same series as that 
usec in connection with Form 1044, Schedule of 
Canceled Checks. 


inter in the upper right-hand corner in the space 
provided therefor the date the form is prepared. 


Enter in the first paragraph in the spaces provided 
therefor the check number, the date of the check, the 
amount of the check, the location of the Disbursing 
Office, the D. OQ. symbol number, the D. 0. voucher 
number, the name of the payee, and the date the check 
was forwarded to the General Accounting Office. 


Enter in the blank space in the second paragraph the 
words "is not entitled to the procecds of such check!!. 


Enter in the blank space in the third paragraph the 
symbol and title of the appropriation to which the 
proceeds of the check are to be credited. 


The original of the form shall be Signed and the 
copies thereof initialed by the certifying officer 

in the space provided therefor. ° The title of the 
certifying officer shall be typed immediately beneath 
the space provided for his Signature. 


unter in the blank space beneath the line provided 
for une signature of the certifying officer the name 
of the State office. 


Enter in the blank space beneath the line provided 
for the name of the State office the words "North 
Central". 


Enter in the space provided therefor at the bottom 
of the form the name and address of the chairman 
of the State committee. 


Distribution of Form. 


Ce 


Forward the original and one copy to the Chief of 
the Records Division, General Accounting Office, 
Washington, D. C. 


Retain the other covy of such form in the pending 
file until a copy of such form is returned from the 
General Accounting Office indicating the action taken. 


Upon receipt of a copy of such form from the General 
Accounting Office indicating the action taken, enter 


actor Ge 


on the copy in the pending file a notation as to 
the action taken by the General Accounting Office. 


d. Forward the returned copy, together with the original 
of ACP+-28, to the State accountant. 


ee File the remaining copy with the APS copy of ACP-28. 


Form 1044, Schedule of Collections. 


a 


Ll. Purpose of Form. This form is used to schedule remit- 


tances for deposit to the proper appropriation or account. 
ee Preparation of Forn. 


@.e Prepare Form 1044 in octuple (original and seven 
copies). 


be Do not schedule more than one type of remittance 
on ea set of Forms 1044; that is, do not list money 
orders and certified checks on the same set of forms. 


ce Do not schedule remittances to becredited to the 
svecial deposits account and romittances to be 
credited to appropriations on the same set of 
Forms 1044. 


ad. Enter the State and county code above the words 
"Schedule of Collections". Do not schedule remit- 
tances for more than one county on a set of Forms 
1044. 


ee Enter on the first line in the upper right-hand 
corner the schedule number. If the remittance is 
to be deposited in the ragular appropriation, 
assign No. "37-1" to the first set of forms and 
assign consecutive numbers to succeeding sets of 
uch forms. If the remittance is to be deposited 
in the special deposits account, assign No. "37-2001" 
to the first set of forms and assign consecutive numbers 
to succeeding sets of such forms. Oare shall be 
exercised to see that separate series of schedule 
numbers are used when Form 1044 is used as a schedule 
of canceled checks and when such form is used as a 
schedule of collections. 


f. Enter in the space immediately above the words "De- 
partnent or Establishment" the word "Agriculture". 


g@. Enter in the space above the words "Bureau or Office" 
the letters "A.A.A." and the name of the State office. 


et 


Enter immediately following the words "Received 

by" the name "G. F. Allen"; enter above the word 
"Title" the words "Chief Disbursing Officer"; and 
enter immediately above the word "Station" the city 
and State where the Regional Disbursing Office is 
located. 


Enter immediately following the word 'iPeriod" 
the month during which it is anticipated that the 
Disbursing Office will handle the form. 


inter in the space provided therefor the Disbursing 
Office symbol number furnished by that office to 
be used for this purpose. 


Enter in the first column under the caption "Date 
Received", the date of receipt of the remittance. 


knter in the second column under the caption 
"Receipt No." the reccipt mumber shown on thc 
third line at the right-hand side of ACP-28. 


inter in the third column under the caption 

"Name of Remitter" the name of the applicant 

who is to receive credit for the remittance. 
Enter under the name of the apolicant the type 

of remittance, such.as, "Money order", "Certified 
check", etc., and. if the remittance has been made 
by check enter the name of the bani upon which 
such check was drawn. 


Enter in the fourth column the words "Pavee not 
entitled", Enter in this column the number of 

the check by vhich the overpeyment was made and 

the Disbursing Office voucher number of the schedule 
form on which such check was listed. 

Enter in the fifth column the amount of the 
remittance. 


Enter in the last column the symbol and title 

of the appropriation or account which is to be 

credited. The appropriation from which 1937 

payments are made is "1282215(21)2 0 & UALRDA, é 
1938 (AAA) (CP)". The Special Devosits Account 

is "03.37, Special Deposits--d56.2-195, Suspense, 

AAA, Conservation Program", 


Obtain the total for all amounts shown in the 
fifth column and enter such total in the space 
provided therefor. 


|. ao 


r. Enter immediately following the word "Forwarded" 
in the lower right-hand corner of the form the 
date such form is forwarded to the Disbursing 
Office. The certifying officer shall sign on 
the next line following the word "By" and enter 
his title in the next line following the word 
"Title, The name and title of the certifying 
officer shell be typed on all copies. 


S. Make no entries in the lower left-hand corner of 
the form as this space is reserved for the use of 
the Disbursing Offices. 


t. Stamp on one copy the words "Forward to Records 
and Accounts Section, AAA, Washington, D. C. 


Distribution of Form. 


a. Forward the original and three copies (including 
the copy for the Records and Accounts Section) to 
the Disbursing Office together with the remittance 
(money order, certified check, etc.) 


b. Forward one copy together with a copy of the letter 
of explanation from the county office with respect 
to the refund, to the Bookkeeping and Werrants 
Section, Treasury Department, Washington, D. C. 


ce Forward one copy to the Accounting and Bookkeeping 
Division, General Accounting Office, Washington, D.C. 


d. Retein the other two copies in a pending file until 
the receipted copy is returned from the Disbursing 
Office with the certificate of deposit number indicated 
thercon. 


ee Upon receipt of the original and three copies, the 
Disbursing Office clerk will fill in the first and 
second lines in the lower left-hand corner of the 
form and will retain one copy in the Disbursing 
Office, return one copy to the State office, forward 
one copy to the Records and Accounts Section, 
Agricultural Adjustment Administration, and forward 
the original to the Treasury Department, Washington, D.C. 


f. When the receipted copy is returned by the Disbursing 
Office, enter. cn the copies in the pending file the 
certificate of deposit number and the date shown in 
the lower left-hand corner of the receipted copy. 


ge. Forward the receipted copy together with the original 
of ACP-28 to the State accountant. 


h. Forward one copy to the Office of Budget and Finance, 


mae) te 


Department of Agriculture, Washington, D. OC. 


i.’ File one copy with the APS copy of ACP-28. 


Form 1044; Schedule of Collections Prepared by Disbursing 


Office. 


1. Preperation of Form. Where the county committee or an 
applicant transmits a remittance to the Disbursing 
Office instead of the State Office, the Disbursing 
Office will prepare Form 1044 (Schedule of Collections) 
end credit the emount of the remittence to the Special 
Deposits Account. A copy of such form will be transmitted 
to the APS with e notation therson to the effect that 
such form was propared in the Disbursing Office. Upon 
receipt of Form 1044 so prepared, prepare two additional 
copies of such form and enter on each copy thereof above 
the schedule mmber, if any, assigned by the Disbursing 
Office, a scnedule number in the same series as that 
assigned to Schedules of Collections listing remittances 
to be deposited to the credit of the Special Deposits 
Account. Such schedule shell thereefter be referred to 
by the schedule number assigned by the Disbursing Office 
and the schedule number assigned by the APS. 


e Distrioution of Form. 


Ce 


Forward one copy to the office of Budget and Finance 
Depertment of Agriculture, Washington, D. C. 

Forward one copy together with the original of ACP-28 
to the State accountant. 


File the remaining copy with the APS copy of ACP-28. 


AGP=24, Debit Voucher for Uncollectible Check Returned. 


i. Purpose of Form. This form is used to authorize the 
debit of the amount of an uncollectible remittance which 
has been scheduled on Form 1044, Schedule of Collections. 


«. Preparation of Form. 


Qe 


Ce 


Prepare ACP-24 in quadruplicate (originel end three 
copies). - 


inter in the upper right-hand corner after the 
word "No." the schedule number. Assign number 
NS57-1" to the first set of forms and assign con- 
secutive numbers to succeeding sets of such forms. 


inter in the upper right-hand corner after the word 
"Date" the date the form is prepared. 


d. 


Ce 


Je 


ah Mees 


After the word !'To;" insert on each copy of the 


form: the name of the person or-unit to whom such 
copy is to. be forwarded. .. Copies. of such form 
-ghall-be forwarded as follows: 


(1). Originel to the State accountant. 


(2) Two-copies to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. 6s 


(3) File one copy in the APS. 


After the word "From! enter the name of the State 
office and between the words "Office" and "Division" 
enter the words "North Central". 


Describe the uncollectible check in the spaces 
provided therefor, Space is provided on the form 
for the description of two uncollectible checks. 
All uncollectible checks which were originally 
scheduled on any one Form 1044 must be Jisted on 
the same ACP-24. If more than two uncoljectible 
checks were scheduled on the same set of Forms 
1044, the description of such checks shall be 


shown on the reverse side of ACP-24. 


Enter after the words "Schedule No." the schedule 
number of Form 1044 upon which such checks were 
Originally scheduled and enter after the word 
"Dated" the date of the original Form 1044, 


Enter after the word "Symbol" the symbol number 


‘and title of the eppropriation or account originally 


credited with the amount of the uncollectible checks 
listed on ACP-24. Enter after the word Amount" 
the totel amount of such checks. 


Enter after the word "From" the total amount 
scheduled on the original Form 1044, Schedule 

of Collections, and enter after the word "To" the 
difference between the emount originally scheduled 
on Form 1044 and the amount of the uncollectible 
checks, listed cn ACP~24. 


Immediately above the space provided for the signature 
of the officer in charge, type a statement to the 


effect that en attempt is being made to obtain a 


proper remittance or that no such attempt is being 


nade-for the reeson that the anount of the uncollectible 


check does not represent an amount due the Governnent. 
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kk. After ACP-24 hes been completed it shall be signed 


by the certifying officer and distributed as provided 
in subparagraph ‘d of this paragraph a. 


Form 1046 "Schedule of ‘Transfers - Soecial Deposits. 


iby 


wait BAB cn iacthemen Dies beactmatat a! 


“Purpose of Form. Form 1046 is used to transfer funds 


from the special deposits account to the proper appropriation. 
Preparation of Form. 
a. Prepare Form 1046 in octuple (original and seven copies). 


b. Enter the schedule number in the spece provided therefor 
in the upper right-hand corner of the form. Assign 
No. "37-1" to the first set of forms prepared and 
assign numbers consecutively to succeeding sets of 
forms. 


ce Enter over the words "Department or Establishment" 
the word "Agriculture". 


d. Enter over the words "Bureau or Office" the letters 
' WA,A.A." and the name of the State office. 


e. Enter following the words "Made by": the name 
tg, F. Allen"; enter over the word "Title" the 
words "Chief Disbursing Officer"; and enter over the 
word "Station" the city and Stete where the Disburs- 
ing Office is located. 


f. Enter following the word "Period" the month in 
which it is anticipated thet the Disbursing Office 
will effect the transfer of the funds. 


g. Enter after the words "Disbursing Office symbol No." 
the symbol number furnished by the Disbursing Office 
for this purpose. 


h, Enter in columns (1), (2), (3), and (4) the data 
' shown in the corresponding columns of the Form 1044, 
Schedule’ of Collections, upon which such refund was 
_ previously scheduled. 


4, Enter in the column headed "Amount to Be Transferred 
to Reguler Account" the following: 


(1) If the amount scheduled on Form 1044 is in 
excess of that due from the debtor by less 
then 25 cents, enter the amount scheduled on 
Form 1044. 


1. 


« Ve. 


(2) If the amount scheduled on Form 1044 is in excess 


of that due from the debdtor by cS zents or more, 
enter the amount due from the cebtor. 


(3) If the amount scheduled on Form 1044 is less than 
thet cue from the debtor by less than 50 cents 
enter the amount shown on Form 1044, and enter 
the name of the debtor and the amount by which 
the amount of the remittance is less than the 
emount duc on the Rogister of Indebtedness, 
but do not make any affirmative effort to collect 
the balance due. 


(4) If the emount scheduled on Form 1044 is less 
than that due from the debtor by 50 cents or 
more, enter the amount shown on Form 1044 and 
request the debtor to make an additional refund 
to cover the balance due, and enter the name of 
the debtor and the amount by which the amount 
of the remittance is less than the amount due 
on the Register of Indebteduess. 


inter in the colunn headed "Fund. to Be Credited, etc." 
the symbol and title of the agricultural conservation 


appropriation, "1282215(21)2, C0 & UALRDA, 1938 (AAA) (CP)! 


The certifying officer shall sign and enter his title 
in the spaces provided in the lower right-hand corner 
of the original form and. his name and title shall be 
typed on all other copies. 


Stamp on one copy the words "Forward to Records 
and Accounts Section, AAA, Washington, D. C." 


Distribution of Forn. 


Qe 


De 


Ce 


Ce 


Forward the original and three copies (including 
the copy for the Records and Accounts Section) 
to the Disbursing Office. 


Forward one copy to the Bookkeeping and Warrants 
Section, Treasury Department, Washington, D. C. 


Forward one copy to the Accounts and Bookkeeping 
Division, General Accounting Office, Washington, D.C. 


Retain the other two copies in a pending file until 
the receipted copy is returned from the Disbursing 
Office with the certificate of deposit number and 
date of deposit indicated thereon, Enter this data 
on the two copies in the pending: file. 


Forward one copy to the Office of Budget and Finance, 


- 24 - 
Department of Agriculture, Washington, D. C- 
ibe Forwerd the receipted copy to the State accountant. 
g. Retain one copy in the APS files. 


Forms 1047 and 1048, Public Voucher for Refunds. 

1. Purpose of Forms. Forms 1047 and 1048 are used to authorize 
the Disbursing Office to reimburse an applicant when the 
applicant. has madé a refund in excess of that due by 25 
cents or more. 


2. Preparation of Fo Forms. 


Ee ‘Prepe re Form 1047 in triplica ate (original on 
Form 1047 and two copies on Form 1048). 


be Assign seriel numbers to Forms 1047 in consecutive 
order beginning with No. 201. Enter in the space 
provided therefor, the assigned serial number pre- 
ceded by the Stete and county code; for exemple, 
33-22-2001. 


ce Enter in the space. provided therefor in the upper 
right-hand corner the Disbursing Officer's voucher 
number under which payment was made. 


de Enter after the words "United States" the words 
"Department. of Agriculture, Agriculturel Adjustment 
Administration, he ae State Office". 

e. Enter after the word "Location" the name of the city 
and State in which the State office is located. 


f. Enter after the words "Appropriation or Fund" 
the words "Special Deposit" and enter the symbol 
number of the special deposits account. 


g. Enter after the word "To" the name of the payee. 


h. Enter efter the word "Address! the words "In Cere of! 
and enter the name and address of the treasurer, 


4. Enter after the word "on! the words "Schedule of 
~ Collection No." and the number of the Form 1044 upon 
which the refund was scheduled and enter the date 
scheduled. 
je Enter after the word "for" the information appearing 
in the fourth column of Form 1044 upon which the refund 
was scheduled. 


eget S 


k. Enter after the words igmount of Deposit" the anount 
of the refund scheduled on;Form 1044, Schedule of 
is Collections... 


1. Enter after the words ge aa as expleined in remarks 
., below", the anount which has been transferred to the 
eapproprietion. 


Te seabantew ration words "Balance authorized to be refunded", 
the amount to be returned to the payee. 


rk Under WRenanks', eask ‘fully ‘the reason orbs returning 
all or pert of the refund to the payee and the disposi- 
_.tion made of the balance of such refund, if any. 


o. Enter in the lower left-hand corner the date the forn 
is prepared. 


pe The certifying officer shall sign Form 1047 and enter 
his title in the space provided therefor. The name 
and title of the certifying officer shall be typed on 
both copies of Form 1048, 


qe Do not.make any entries. below the double line. 
3. Distribution of Forms. 


a. Forward Form 1047 and one copy of Form 1048 to the 
_ Disbursing Office (not through the General Accounting 
Preaudit Office). 


b. File the remaining copy of Form 1048 with the APS 
copy of ACP-28. 


K. Form 1064, Schedule of Disbursements. 


-1l. Purpose of Form. Form 1064 is used to schedule Forms 1047 
and 1048 in the same. manner that ACP-22 is used to schedule 
Forms ACP-4e. ; 


2. Preparation of Form. Prepare Form 1064 in quintuple 
(original and four copies) in the seme manner that ACP=22 
is prepared, except that there shall be entered in the 

column headed "symbol of Appropriation or Fund" the 
vords "Speciel Deposits" and the symbol mumber of the 
special deposits account and a separate series of 
bureau schedule numbers shall be used. Assign No. 
37-1 to the first set of forms and assign consecutive 
mumbers to succeeding sets of such forms. Stamp on 
one copy the words "Forward to Records and Accounts 
Section, Ada, Washington, D. C. 


ibe 


R6e 
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_ Distribution o of i Form. 


Qe 


shell be forwarded to the State Accountant. a 


Forward the original and: three copies (including the 


copy for Records and Accounts’ Section) to the Disburs- 


“Forward one copy to. the State Accountant. 


The Disbursing Office will return one copy which 


. Form NOR-128, Memorendum for General _Accounting Preeudit r 
Office in connection 7% “with h Adjustment Cases Cases. 


Purpose of Form. Form NCR-128 is used to set forth 
pertinent facts in connection with any SESE No 288 
payment which is euthorized. 


Preparation of Forn. 


Ge 


ar 


Ce 


Ce 


~ application. 


Prepare NCR-128 in duplicate (originel and one copy). 


Enter in the spaces provided therefor in the upper 
right-hand corner the State and county code and 
serial mumber of the adjustmentrepplication, the 
neme of the applicant end the date of preparation 
of NCR-128, 


Enter in the blank spaces in the heading the name 

of the chief of party of the General Accounting Pre- 
audit Office, and the name of the city and State in 
which such office is located. 


Enter in the space provided therefor in the first 
paragraph the amount of the eee oD. ae 
which is authorized. 


Enter in the spaces provided therefor in item 1 
the amount of the gross payment computed under the 
original application and the amount of the gross 


. payment computed under the adjustment application. 


inter in the spaces provided therefor in item 2 the 
amount of the deductionfor county association 
expenses computed under the original application 
and the amount of the deduction for county associa-~ 
tion expenses computed under the adjustment 


' Enter in the spaces provided therefor in item 3 


the emount of the net payment computed under the 
original application and the amount of the net 


payment computed under the adjustment application. 


he 


pe 


i EDN 


Enter in item 4 the number of the check issued 
under the original application. 


Enter in item 4(a) the date of issuance of the check 
under the original application. 


Enter in item 4(b) the Disbursing Officer's symbol 
number under which the check was issued. 


Enter in item 4(c) the Disbursing Officer's vaucher 
number of the voucher in which the original applica- 
tion was included. 


Enter in item 4(d) the administrative number of 
the voucher in which the original application was 
included. 


Strike the word "has"! or the words "has not!" in 
item 5 depending on whether the check issued under 
the original application has been canceled and 
strike the words "General Accounting Office" and 
"Disbursing Office!' when inapplicable or one of 
such terms when only one of them is inapplicable. 


If the check issued under the original application 
hes been canceled, enter in item 6 the date of 
cancelation, 


Enter under the caption "Explanation of Adjustment" 
a detailed statement of the facts upon which the 
claim for the adjustment payment is based, including 
in such statement the serial number or numbers of 
the original application or applications. 


The form shall be signed in the space provided 
therefor by the certifying officer. 


Distribution of Form. 


Ge 


Forward the original to the Generel Accounting 
Preaudit Office together with the statement of 
claim, the corrected application and Forms ACP-41C, 
AcPp-42, end ACP-2e2. 


File the copy with the APS copy of ACP-28. 
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NCR-State 108 Tama County Issued Janusry 10, 1938 


UNITED STATES DEPARTMET OF AGRICULTURE |; 
AGRICUTURAL ADJUSTAELT * ADITATSTRAT Tid ton 
WORTH CRUTRAL DIVISIO: 


5 
1 


INSTRUCTIONS sige oes VO HANDLING 193+ 
TAMA COUNTY SUMMARIES OF PERFOR ialCE 
AND APPLICATIONS FOR PAYMENT IN THE IOWa 
APPTICATION FOR PAYMENT SECTION, 


CONTENTS 
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NCR-State 108 Tama County Issued January 10, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


GENERAL 


_ The instructions contained herein shall be followed in the 
Application for Payment Section in the State of Iowa in handling Forms 
NCR-114B, Tama County Summary of Performance, Forms NCR-116A, Applica- 
tion for Payment for One Farm, Forms NCR-117¢, Application for Payment 
for More Than One Farm, and related forms. 


Members of the State committee and all persons working in the 
Application for Payment Section shall become thoroughly familiar with the 
instructions contained herein and with all other pertinent provisions and 
instructions relating to the 1937 Agricultural Conservation Program in 
Tama County. 


Except as provided herein the flow of Forms NCR-114, NCR-116a, and 
NCR-117C through the Application for Payment Section shall be the same as 
the flow of Forms NCR-114, NCR-116, and NCR-117 as set forth in NCR-State 
108. 


Forms NCR-106, NCR-118, NCR-118A, NCR-119, NCR-122, NoR-12h, Re Ge 
RF-101, RF-101A, RF-102, 2F-103, RF-104, RF-105, ACP-22, aCP-1c and ACP-he2 
shall be used in connection with the handling of Forms NCR-114B, NCR~116a, 
and NCR-117C in the manner set forth in NCR-State 108, for the use of such 
forms in connection with the handling of Forms NCR-114, WCR-116, and NCR-117. 
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WOR-State 108 Tama County -2- Issued January 10, 1938, 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART I. RECORD UNIT 


Forms NCR-114B, NCR-116A, NCR-117C, and related forms shall be 
handled in the Records Unit in the manner set forth in NOR-State-108, Part 
I for handling Forms NCR-114, NCR-116, NCR-117, and related forms. Data 
for Forms NCR-114B, NCR-116A, and NGR-1170 shall be includéd on NCR-127 
with data for Forms NCR-114, NCR-116 md NCR-117. 
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NCR-State 108 Tama County Issued January 10, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION. 


PART II. EXAMINATION UNIT. 

Except as provided herein, Forms NCR-114B, NCR-116A, NCR-117C, 
and related forms shall be handled in the Examination Unit in the manner 
set forth in NCR-State 108, Part II for handling Forms NCR-114, NCR-116, 
NCR-117, and related forms. 


I. Instructions to Checking Clerks for Checking Computations on 
Forms NOR-114B. 


1. Make the following determinations with respect to Section I 
of NCR-114B; 


ae Determine that the sum of the entries in items l, 2, and 
3, column (¢), is equal to the entry in item 4, column (c). 


b. Determine that the entry in column (d) opposite each 
name is equal to the result obtained by dividing the 
entry in column (c) opposite such name by the entry in 
item 4, column (c). 


c. Determine that the entries in items l, 2, and 3, column 
(e), are each 50 percent, unless the name in item l, 
2, or 3, column (a) is the same as the name in item 4, 
column (a), in which case the entry opposite such name 
in item 1, 2, or 3, column (c) should be zero (0). 


d. Determine that the entries in items 1, 2, and 3,column 
(f) are equal to the results obtained by multiplying 
the entry in column (d) by the entry on the same line 
in column (e). 


c. Determine that the total of all entries in column (f) is 
equal to 100. 


£» Make the following determinations with respect to Section II 
of NCR-114B: 


ae Determine that the entry in column (2) on each line except 
lines'12, 17, 22 and lines SO-to 69, inclusive, isc equal 
to the sum of the entries on such line in columns (bd), 
opeeid. (ey cnma, (tf) 


b. Determine that the entry in item 12(z) is equal to the sum 
of the entries in items 1(g) to 1l(g), inclusive. 
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Determine that the entry in item 17(g) is cqual to the sum of 
the entries in items 13(g) to 16(g), inclusive. 


Determine that the entry in item 22( g) is equal to the sum of 
the entries in items 18(g) to 21(g), inclusive. 


Determine that the entry in item 30(g) is cqual to the sum of 
the entries in itoms 23(g) to 29(g), inclusive. 


If. the entry in item 31(g) is not equal to the sum of the 
entries in items 12(g), 17(z), 22(¢),and 30(g), strike the 
entry in item 31(g) and enter the correct subtotal. If the 
subtotal in item 12(zg), 17(g), 22(g),or 30(g) is missing 

and it can be determined by adding the entries used to obtain 
such subtotals that the entry in item 31(g) is correct, 

ae the correct subtotal in item 12(2), 17(2), 22(g),or 

50( ge). 


Determine that the entry in item 36(g) is equal to the sum 
of the entrics in items 32(g) to 35(g), inclusive. 


If the entry in 37(¢) is not equal to the sum of the 
entries in items 3l(g) and 36(¢), strike the entry in 
item 37(z) and enter the correct subtotal. If the sub- 
total in item 31(zg) or item 36(g) is missing and it can 
be determined by adding the entries used to obtain such 
subtotals that the entry in item 37(g) is correct, enter 
the correct subtotal in item 31(z) or 36(g). 


Determine that the entry in item 38(2¢) is equal to the 
sum of the circled entries in items 1 to 29, inclusive, 
columns (b) to (f), inclusive. 


If the entry in item 39(g) is not equal to the result 
obtained by subtracting from the entry in item 31(g) 
the entry in item 38(g), adjust the entry in item 39(g) 
so that it equals the result obtained by subtracting 
from the entry in item 31(z), the entry in item 38(g). 


Instructions to Checking Clerks for Checking Entries on 
Forms NCR-114B. 


1. 


Determine that the State and county code, the name of the 
minor civil division, and the work sheet munmber have been 


entered. If any of such data are missing, obtain and enter 
such data in the appropriate space. The aerial photo number 
necd not be shown. 


Make the following determinations with respect to Section I 


of NCR-114B; 
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ae Determine thet the name(s) of the operator(s) and the 
name of the owner have been entered in column (a) and that 
the mailihg addresses of such parties have been entered in 
column (b). 


% a serial number or an "X" has been entered 


De Determine the 
2) to the left of each name. 


in column ( 


ce Determine that the scrial number to the left of the name 
of each operator cnd owner is less than 7000 if there are 
* no wore suect numccrs in column (g) opposite the name of 
sich pexson and that the serial number is larger than 7000 
if there are work shect numbers in column (z) opvosite the 


name of such person. 


ad. Determine that the entry in item 4, column (c) is equal to 
the entry in Section II, item 39(g). 


If there are entries in Section II, items 18 to 21, inclusive; 
indicating an acreage of alfalfa, white clover, red clover, 
mammoth clover, alsike clover, biennial or annual sweet clover, 
blucgrass, bromegrass, orchard grass, timothy, roedtop, 

or mixtures containing at least 50 percent of suca legumes and 
grasses, determine that such entrics are reflected in Section IV; 


Make the following determinations with respect to Section IV 
of NCR-1143; 


ae Determine that there appears in column (a) an adequate 
descrivtion of each scoil-building practice carried out on 
the ferm covered by NCR-114B. Such description will be 
acceptable if the practice can be definitely identified, 
even though the description does not correspond exactly 
with the same of such practice, as set forth in NCR-B-101, 
Tama County, as Amended. 


b. Determine that field letters have been entercd in column 
(b) for each vractice. 


Ce Determine that the practice number in column (c) is the 
correct practice number for the practice described in 
column (a). (See Part IV, Section 3, NCR-B-101, Tama 
County, as Amended). 


Determine that an entry has been made in column (a) on each 
line on which entrics appear in columns (a), (b), and (c). 


a: 
e 


ee If the same field letter appears in column (b) on more than 
one line of Section IV, make the following determinations: 


(1) Detcrmine that there has been entered in colum (c) 
on such lines not more than ono of practices (c) and 
(f) of Part IV, Section 3 of NCR-B-101, Tama County, 
as amended. 
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(2) Determine that there have been entered in column (c) 
on such lines not more than two of the practices listed 


in subsections(a), (b), (g), and (h) of Part IV; 
Section 3 of NCR-B-101, Tam2 County, as anended. 


Note; For the purpose of making the determinations 
set forth in this subparagraph 6, tha carrying 
out of the same soil—building practice twise on 
the same field will be considered as the carrying 
out of two soil—-building practices. 

(3) If, in accordance with the instructions set forth in 
this subparagraph e, payment cannot be made for all 
soil—building practices carried out on the same field, 
correct Section IV of NCR-114B so that the applicant 
will receive the highest possible rate of payment on 
such field. For exemple, if soil—building practice 
(2-1) has been carried out twice and soil-building 
prectice (h) hes been carried out once on the same 
field, delete the dete for practice (h). There is 
nothing to prevent a farm from earning, on the same 
acreage, practice payments for carrying out one 
practice twice, or any two of the eleven soil- 
building practices listed in NCR-~B~101, Tama 
County, as Amended, Part IV, Section 3, subsec-— 
tions(e), (b), (g), and (h), and also a practice 
listed in subsections (c), (ad), end (e) of such 
Section 3. For example, where alfalfa is seeded 
twice on the same acreage and such acreage is also 
limed, payment may be made for such two seedings of 
alfalfa and such application of limestone. 


o. Determine that Section VI of NCR-114B has been signed by the 
person who prepared the form and by a county committeeman, 


6. In each case where a percentage other than 50 or 100 has been 
entered in Section I, column (f) of NCz-114B, determine that an 
extra copy of such NCR-114B has been submitted to the State 
office. Determine that such copy is in the original and has 
been signed in Section VI by a member of the county committee. 
beta need not be entered in Section I, column (g), nor in 
SectionsII, III, IV, and V of such copy of NCR+114B. 


1. Two clerks, working together, shall check entries on Forms 
NCR~114B against NCR-106, Tama County, as hereinafter set forth. 
@. Determine that the entry in Section III, item 1, is equal 
to the entry in column 27 of NCR+106,Tama County. 
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ee: Nee 


b. Determine that the entry in Section III, item 2, is equal 
to the entry in column 34 of NCR-106,Tama County. 


G. If the entry in Section III, item 3, is not equal to the 
ontry in column 16 of NCR-106,Tana County, strike the 
entry in Section III, item 3 and enter the correct 
productivity index. 


ee iter the entries on NCR-114B have been checked against NCR-106, 
make entries in column 1 of NCR-106,Tama County and on NCR-1143 
in the manner set forth in NCR-State 108, Part II for making 
entries in column 1 of NCR-106 and on NCR-114. 


Instructions to Exanining Clerks and Review Clerks for Examination 

ond Review of Forms NCR-1L16A and NCR-117C. 

1. Forms NCR-116A and NCR-117C shall be examined and reviewed in 
the manner set forth in NCR-State 108, Part II, for the examina- 
tion and review of Forms NCR-116 and NCR-117. 


Corrections in any of the following items on NOR-116A 
must be initialed by the member of the county committec who 
signed the Certification of Committce on such form: Section I, 
items 1, 4, 5, and 6; Section II, items 1, 2, and 6; Section III, 
coluun (b), items 2 and 3; Section IV, all items in colunns 
(a) and (b); Section V, all items in column (c); Section VI, 
name and address of the applicant. 


Corrections in the name and address of the applicant 
in Section IV of NCR-117C rust be initialed by the member of 
the county committee who signed the Certification of Committee 
on such form. 


If an NCR-117C has been prepared for an applicant, such 
applicant and a member of the county committee must have signed 
in Sections III and IV, respectively, of such NCR-117C. No 
signatures need be entered in Sections VI and VII of the related 
Forms NCR-116A. 
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NCR-State-108, Tama County Issued January 10, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART TIT —- ENTRY UNIT. 


Except as provided herein Forms NCR-114B, NCR-116A, NCR-1170, and 


related forms shall be handled in the Intry Unit in the manner set forth in 
NCR-State-108, Part III, for handling Forms NCR-114, NCR-116, NOR-117, and 
related forms. 


+ 
a @ 


Instructions to Entry Clerks. 


Prepare an NCR-116A for each person whose name appears in Sec- 
tion I, colum (a) of NCOR-114B if a serisl number has been 
entered to the left of such name. If an "X" instead of a 
serial number has been entered opposite the name of 2 person, 
do not prepare an NOR-116A for such person. In cases where 
more than one NCR-116A are to be prepared from the same NCR- 
114B, as in the case where there are an owner and one or more 
tenants, make all entries on the first NCR-1164, but on the 
other Forms NCR-116A prepared from such NCR-114B make entries 
only in Sections V and VI and in the spaces provided for the 
serial number and work sheet number. Fasten together all 
Forms NCR-116A prepared from the same NOR-114B. 


1. Prepare NCR-116A as follows: 


Qe Enter the State and county code, the serial 
number and the work sheet number in the upper 
right-hand corner. Obtain such data from 
NCR-114B. Make no entry in the space provided 
for the block number. 


Make 


(1) 


(2) 


Make 


(2) 


(3) 


Make 


(1) 


ate a? feats 
entries in Section I as follows: 


Obtain the entry for item 1 from Section 
III, item 3 of NCR~114B. 


Obtain the entry for item 4 from Section 
III, item 2 of NCR~114z. 


Obtain the entry for item 5 from Section 
II, item 22(g) of NCR-114B. 


Obtain the entry for iten 6 from Section 
II, item 17(g) of NCR-1148. 


entries in Section II as follows: 


Obtain the entry for item 1 from Section 
II, item 12(g) of NCR-114B. 


Obtain the entry for item 2 from Section 
III, item 1 of NCR-1llp. 


Obtain the entry for item 6 from Section 
II, item 38(g) of NCR-1lp. 


entries in Section III as follows: 


Obtain the entry for item 2(b) from Sec- 
tion V,; item 1 of NCR-11)p. 


Obtain the entry for item 3(b) from Secu 
tion II, item 33(g) of NCR+114R. 


entries in Section IV as follows: 


Obtain the entries for column (a) from 
Section IV, column (c) of NCR+114n. 


Obtain the entries for column (b) from 
Section IV, column (d) of NCR-114B. Care 
should be taken to enter data from the 
same line in colwms (c) and (d) of Sec- 
tion IV of NCR-114B on the same line in 
columns (a) and (b) of Section IV of 
NCR-116A. 


Obtain the entries for column (c) from 
Part IV, Section 3 of NCR-B-101, Tama 
County. 


entries in Section V as follows: 


If the serial number in the upper right-— 
hand corner of NCR-116A is less than 7000, 
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enter in item 5(c) the entry in Section I, 
column (f) of NCR+~114B opposite the name 
of the person for whom NCR-116A is being 
prepared. 


(2) If the serial number in the upper right~hand 
corner is larger than 7000, enter in items 
3(c) and U(c) the entry in Section I, column 
(f) of NCR-11UB opposite the name of the 
person for whom NCR-116A is being prepared. 


(3) Enter in the space preceding the percentage 
symbol (%) in item 7(d) the rate of deduction 
for county association expenses for Tama County 


g. Print the name and address of the applicant in the space 
provided therefor in Section VI. Make no entries in 
the spaces provided for the signature of the applicant 
and the date. 


Instructions to Review Clerks. 


Verify the entry work on all Forms NCR-116A following the 
instructions to entry clerks contained herein. When a 
correction is made on an NCR+116A prepare and attach thereto 

a notice comparable to RF~106, indicating thereon the item 

or items which have been corrected and which must be initialed 
by the member of the county committee who signs the 
Certification of Committee on NCR-116A. 


Instructions for Release of Transmittal. 


Forms NCGR-114B and NCR-116A shall be released in the 
manner set forth in NCR-State 108, Part III for releasing Forms 
NCR-114, NCR-116, and NCR-117. 


In those cases where the percentage in Section I, column 
(f) of NCR-114B is other than 50 or 100, a copy of such NCR-11 4B, 
containing data in Sections I and VI thereof must have been sub- 
mitted by the county office. Such copies of NCR-114B shall be 
released to the General Accounting Preaudit Office in the manner 
set forth in NCR-State 108, Part III for releasing Forms NCR-114A 
and NCR-11UG to the General Accounting Preaudit Office. 
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NCR-State 108, Tama County Issued January 10, 1938. 
UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 
PART IV. COMPUTATION UNIT 
Except as provided herein, Forms NCR~116A, NCR-117C, and related forms 
shall be handled in the Computation Unit in the manner set forth in NCR-State 
108, Part IV, for handling Forms NCR-116, NCR-117, and related forms. If two 
or more Forms NCR-116A bearing the same work sheet number are fastened to- 
gether, perform computations with respect to only one of such forms and upon 
completion thereof, fasten such forms together. 
The rate of deduction for county association expense for Tama County 
shall be determined in the manner set forth in NCR-State 110 for determining 


the rate of deduction for county association expense for counties other than 
Tama County. 


I. Instructions to Computing Clerks for Making Computations on NCR-116A. 
1. Make entries and computations with respect to Section I as follows; 
a. Obtain item 2 by miltiplying item 1 by $5.75. 
b. Obtain item 3 by multiplying item 1 by $3.70. 
c. Obtain item 7 by adding items 5 and 6. 
d. Enter in item 8 the smaller of items 4 and 5. 
e. Obtain item 9 by multiplying item 2 by item 8. 
f. Obtain item 10 by subtracting from item 4 the entry in item 5. 
g. Enter in item 11 the smaller of items 6 and 10. 
h. Obtain item 12 by multiplying item 3 by item ll. 
i. Obtain item 13 by adding items 9 and le. 
2. Make entries and computations with respect to Section II as follows; 
a. Obtain item 3 by subtracting from item 1 the entry in item 2. 


b. Obtain item 4 by multiplying the entry in Section I, iteml, 
by $9.25. 


c. Obtain item 5 by multiplying item 3 by item 4. 
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a ae 
d. If the entry in item 6 is zero (0), or if there is no 
entry in item 6, make no computations in connection with 
items 7 to 15, inclusive. If there is an entry other than 
zero (O) in item 6, make entries and computations for all 
items in Section II. Proceed as follows: 


(1) Obtain item 7 by subtracting from the entry in 
Section 1, item 7, the entry in Section I, item 4. 


(2) Obtain item 8 by subtracting from item 6 the 
entry in item 7. 


(3) Enter in item 9 the smaller of the entries in 
section I, item 11, and. Section II, item 8. 


(4) Obtain item 10 by multiplying the entry in Section 
I, item 8, by the entry in Section II, item 9. 


(5) Obtain item 11 by subtracting from item 8 the 
entry in item 9. 


(6) Enter in item 12 the smaller of the entries in 
Section I, item 8, and Section II, item ll. 


(7) Obtain item 13 by multiplying the entry in Sec- 
tion I, item 2, by the entry in Section II, item 12. 


(8) Obtain item 14 by subtracting from item 11 the 
entry in item 12. 


(9) Obtain item 15 by multiplying the entry in Sec- 
tion I, item 3, by the entry in Section II, item 14. 


ee Obtain item 16 by adding items 5, 10, 13, and 15. 


5 Make entries and computations with respect to section III as 
follows: 


ae Enter in item 1(b) the larger of the entries in Sec- 
tion I, item 4, and Section I, item 7. 


b. Obtain 1(d) by multiplying 1(b) by l(c). 
Ce Obtain 2(d) by multiplying 2(b) by 2(c). 
de Obtain 3(d) by multiplying 3(b) by 3(c). 
S. Obtain 4(a) by adding 1(d), 2(a), and 3(a). 


4. Make entries and computations with respect to Section IV as 
follows: 


@e Obtain 1(d) to 5(d), inclusive, by multiplying 1(bd) 
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to 5(b) by the corresponding entry in (ce) to 5(c)- 
bi Obtain 6(4) by adding 1(a), 2(4), ald), 4a), “and Std). 


co. Enter in 7(d) the smaller of the entrics in Section 
III, itom 4(d) and Section IV, item 6(a). 


5. Make entries and computations with respect to Section V as 
follows: 


a. Enter in 1(b) the entry in Section I, item 15. 

b. Enter in 2(b) the entry in Section IV, item ic 

c. Obtain 3(b) by adding 1(b) and 2(b). 

d. Enter in 4(b) the entry in Section II, item Io. 

e. If the serial number in the upper right-hand 
corner of NCR-116A is less than 7000, proceed 


as follows: 


(1) Obtain 5(b) by subtracting from 3(b) the 
entry in 4(b). 


(2) Obtain 6(b) by multiplying 5(b) by 1-10. 

(3) Obtain 6(4) by multiplying 6(b) by 6(c)- 

(4) Obtain 7(d) by multiplying 6(a) by the 
rate of deduction for county association 


expenses for Tama County as shown in 7(d). 


(5) Obtain 8(4) by subtracting from 6(a) the 
entry in 7(d). 


f. If the serial number in the upper right-hand corner of 
NCR-116A4 is greater than 7000, proceed as follows: 


(1) Obtain 3(a) by multiplying 3(b) by 3(c). 
(2) Obtain 4(4) by multiplying 4(b) by 4(c). 


(3) Make no other entries or computations in 
Section V. 


II{ Instructions for Computing Clerks for Making Computations onNCRI7C. 


1. Make entries and computations with respect to Section I as 
follows: 


a. Obtain a total of all entries in column Chis 


b. Obtain a total of all entries in column ‘coe 
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2. Make entries and computations with respect to Section II 
as follows: 


a. Enter in item 1 the total of all entries in Section I, 
column (b), 


b. Enter in item 2 the total of all entries in Section I, 
column (c). 


c., Obtain item 3 by subtracting from item 1 the entry 
Ly tener. 


ad, Obtain item 4 by multiplying item S by 1.10, 


e. Obtain item 5 by multiplying item 4 by the rate 
of deduction for county association expenses for 
Tama County, as shown in item 5, 


f. Obtain item 6 by subtracting from item 4 the entry 
in iter 6. 


Instructions to Review OC .er'-s. 


Verify the computations on all Forms NCR-1l16A and NCR-117C, 
following the instructions to computing clerks contained hezein, 


Instructions to Record Clerics. 


J. In cases where two or more Forms NCR-l16A are fastened tozether 
and where entries and computations have been made on only one 
of such foras, determine that ull of such forms bear the same 
work sheet number and then transfer data from the NCGR-116A, 
which has been completed, to the other Forms NG?-113A bearing 
the same worl: sheet number and having the same vercentagze in 
section V. For Forms NCB-116A which have a pyercentage in 
section V other than the percentage in Section V of the NCR-lL16A 
which has been ‘completed, transfer data for SectionsI, II, IIT, 
and IV only. Refer such Forms NCR-115A to a computing clerk for 
com dletion of Section V in accordance with instructions in 
Section I, paragraoh 5 of this Part IV, All such transfers and 
comutations must be revicwed. 


a, Check Forms I0R-1.GA which have serial numbers groater than 
7000 axzainst Forms NCR-118A in the manner set forth in NCR-State 
108, Part IV for checking Forms WCR-117 against NCR-1184, 


es) 
. 


After Forms NON-.16A which have serial numbers greater than 
7000 have been checked azainst NCR-115A:and it is determined 
that all Forms NCR-116A for an applicant who owns or operates 
more than one farm in Tama County have been prepared, arrange 
all Torns NWGR=-116A for such applicant so that the work sheet 
numbers are in consecutive order. ‘Yhen the forms have been 
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so arranged, enter in the blanl= snuce following the words 
"Block iumbor" on the first NCR-1164 the number "1" and 
humber the blocks of the remaining Forms NCR-l16A for euch 
applicant in consecutive Order, Foston all Forms NCR-116A 
for the same applicant together. Such forms should all 
bear the same serial number, 


Prepare NCR-1170 as follows: 


a. Enter the State and county code and serial numbcr in 
the upper right-hand corner. Obtain such data from 
NCR-116A, 


b. Make entries in Section I as follows: 


(1) Enter in column (a) in consecutive ordcr the 
block numbers shown at the top of all Forms 
WOR-116A bearing the same serial number, 


(2) Enter in column (b) opposite each block nunber 
the payment showvm in Section V, item BO ar 
the WCR-116A for such block number, 


(3) Enter in column (c) orosite cach block number 
the deduction shown in Section V, itcm 4(d) of 
the NCR-116A for such block number. 


c. Entcr in the space preceeding the percentage symbol 
| ey 


(%) in Section II, item 5, the rate of dcduction 
for county association expenses for Tana County, 


d. Enter in the blank space on the second line in Section 
IV the number of the Vast block shown in Scction ree 
column (a). This number should be the same as the 
number shown in column (c) of HCR-118A opposite the 
nome of the oerson for whom the application for payment 
is being prepared, 


e, Print the name and address of the applicant in the 
space provided thercfor in Section IV. Obtain such 
data from NCR-113a, 
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ry NCR-State-108, Tame County, 2 I8'¢ Issued January 10, 1938, 


UNITED STATSS DEPARTMENT OF AGRICULTUxS 
AGRICULTURAL ADJUSTwENT ADMINISTRATION 
NORTH CENTRAL DIVISION. 


PART V -— PAYMENT SCHEDULE UNIT. 


Except es provided herein, Forms NCR-116A, NCR-117C, and related 
forms shall be handled in the Payment Schedule Unit in the manner set forth 


in NCR-State-108, Part V, for handling Forms NCR-116, NCR-117B, and related 
forms. 


The data for gross payments, deductions for county association ex- 
penses, and net payments shall be obtained from Section V, items 6(d), 7(d), 
and 8(d), respectively, of liCR-116A or from Section II, items 4,5, and 6, 
respectively, of NOR-117C. 
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NCR-State-108, Tama County Issued January 10, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART VI - CLEARANCE UNIT. 

Forms NCR-114B, NCR-1164, NCR-117C, and related forms ghall de 
handled in the Clearance Unit in the manner set forth in NCR-State-108, 
Part VI, for handling Forms NCR-114, NCR-116, NCR-117, and related forms. 
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Supplement No. 1 to AUN: \ 
& NCR-State 108 Issued Jamary 6, 1938. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION, 
NORTH CENTRAL DIVIstox | b=! 


sa ae EAD ct ea Jan 26 188 38 = 


F Ags yitexs 
INSTRUCTIONS RELATIVE TO HANDLING 1970. 8. Bepareee’ © \ 
SUMMARIES OF PERFORMANCE AND APPLICARIONS jpatanen ret 


FOR PAYMENT IN STATE APPLICATION 7OR|—————— eee 
PAYMENT SECTIONS IN THE NORTH CENTRAIPEECTON 


NCR-State 108 is hereby amended as follows: 


ls ‘On page 2 of General the definition.of "no payment case"! 
is amended to read as follows: 


6. WO PAYMENT CASE means any application for payment 
with respect to which the total amount of payment 
computed for the applicant is less than fifty cents. 
The total smount of payment computed for an appli- 
Cant means the net payment computed for such appoli- 
cant and entered in Section VII, item 13(c) of 
NCR-116 and Section XI, item 10 of NCR-117B. 


- The paragraph entitled "Records Unit" on page 4 of General 
' is amended. by the substitution of the designation 
"C-1110"for the designation "G-110" in line 10. 


3e Part I is amended by the insertion of the following para- 
Sraph immediately preceding Section I thereof. 


When an error is found on an NCR~114, NCR-114A or 
NCR-1140, prepare and attach RF-104 to the NCn-114, 
indicating on such RF-104 the nature of the error. 
If an error is corrected in accordance with the 

instructions contained herein, the clerk making the 

| | correction shall initial such correction, and shall 
indicate on the RF-104 prepared for such case both 
the original and the corrected entries. 


4e Part I, Section I, paragraph 3, subparagraph a is amended 
by the deletion of the last two sentences thereof. 


Se Part I, Section I, paragraph 3, subparagraph b is amended 
® by the deletion of the last sentence thereof. 


Ge Part I, Section I, paragraph 3, subparagraph d is amended 
to read as follows: 


age te 


If, for any serial number, the name on NOR-114 or NCR~114A 
does not agree with the nimo on KOR-118 or NOR-118A and 
the work sheet mumber on NCR-114 or NCR-114A agrees with 
the work sheet mumber on NCR-113 or with one of the work 
shect numbirs on NOR-118A4, determine whether NCR-118 or 
NCR-118A has been correctcd by the record clerk. If a 
name on hCz-118 or NCH-118A has been corrected by the 
record clerk such record clerk will have initioled the 
correction. In such ense, correct the nome on NCR-114 or 
NOR-114A to azree with the name. on NCR-118 or NCR-1184. 
If the name of an owner or operator has been removed from 
NCR-118 and such name has been added to NCR-118A or vice 
versa, @xamine Section II, column (c) of NGR114 to dc- 
termine that the designation "Single" or "Multiple", 
whichever has been entered, is correct. Correct such 
desienation, if necessarye It may also be necessary to 
correct the serial number on FCR-114 for such omer or 
Operator. If, in any case, there is a slight discrepancy 
between the name of a person on KCR-114 or NOR-114A and 
the name of such person on NCn-118 or NKCR-118A and it igs 
obvious that the nane on NCR-114 or NCR-114A and the name 
On NCR-118 or NOR-1L8A refer to one and the same person, 
correct the name on NCI-114 or NCii-1144 to agree with the 
mame on NCGi-118 or KOR-118A unless it is apparent that 
the name on NCI+118 or NCl-118A is incorrect, in which 
case the name on KCR+118 or NOi-118A should be corrected 
to agree with the name on NCR-114 or NCH-114A. The 
following are examples of sone of the differences between 
names on NOR-114 or NCR-1144 and NOk-118 or NOR=118A 
which may be corrected. 


NOR-114 or NOR-1144 NCR-118 or NOR-118A 
l. Geo. Smith George Smith 

ee George Smith Geo. Smith 

3. John EH. Jones John Ezra Jones 

4.- John Ezra Jones John E. Jones 

Se Wm. C. Brom Wm. Clarence Brown 
Be Tin. Clarence Brown Wme C. Brown 

7e Sam Bollman Sam Dae 

8. Sam Belman Sam Beliman 

Je Mrs. Sarah Smith Sarah Smith 
ag Fee ea Sni th Jones and Smith, 


by John Smith, a partner & partnership 


op ve 


8. 


Je 


10. 


nae de 


ll. J. Doe, Adm. of R. Roe Est. John Doe, Adm. of the 
; ) Est. of Richard Roe, Dec. 


If the name of a person on NCR-114 or NCR-114A does not agree 
with the name of such person on NCR-118 or NCR-118A and the 
discrepancy is such that it cannot be corrected in accordance 
With the foregoing instructions, suspend the NCR-114 or 
NCR-114A. 


Part I, Section I, paragraph 4, subparagraph g is amended 
by the addition of the following sentence at the end thereof: 


If an "X" has not been entered opposite such name, make 
such entry. 


Part I, Section II, paragraph 9 is amended by the substitution 
of the following sentence in place of the second sentence 
of such paragraph: 


The file clerk will withdraw and file one copy of cach 
Form NOR-116, NCR+117; NCR-1174, NCR-117B, and NCR-126, 
and will release the original and two coOpics of Forms 
NCR-116, NCR-117, NCR-1174, and. NCR-117B and the 
Original of NCR-126, to a typist in the Records Unit. 


Part I, Section IT, paragraph 11 is amended by the addition 
of tne following at the end thereof: 


Immediately below the last entry in column (f) fora 
transmittal, enter the total of the entries in column 
(f) for such transmittal. If the word "Correction" 
has been entered above the tithe of one of the sheets 
of NCR-124 in a second or subscquent transmittal, 

make postings on RF-101A for such shect of NCR-124 in 
red pencil. Do not include the entry in column (f) 

of RF-101A for such lot in the total of column (f) for 
the transmittal. | 


Part I, Section II, paragraph 18 is amended by the addition 
of the following at the end thereof: 


Prepare NCR-127 as follows: 


ae Enter in the upper right-hand corner the name of 
the State. 


be Enter in the spaces provided beneath the title of 
the form the inclusive datcs of the period covered, 
as, for example, "Jamary 7, 1938 to Jamuary 13, 
1938, inclusive". 


‘i waxy 


sa: Cie 


If NCR+127 is prepared from Forms RF-103, make 
entrics in Section I as follows: 


bia th 
| “Forms NCR-114 received during the period. Do 
not include Forms NCR-114 which were suspended 


(2) 


(3) 


(4) 


Enter in item 1, column (a) the mimber of 


fron previous transmittals and which have been 
resubmitted. Lots including stich cases will 
have been recorded on RF-101 in red pencil. 


Enter in item 2, column (a) the mmber of 
Forms NCR-114 suspended in the Application 
for Payment Section during the period. 


Enter in item 3, column (a), the number of 
suspended Forms NCR-114 which have been 
corrected or which were found to have been 
suspended in error and which have becn 
released to the Statistics Section during the 
period. 


Enter in item 4, column (a), the total mmber 
of Forms NCR-114 which Have been released to 
the Statistics Section during the period, 
including regular Forms NOR-114 and suspended 
Forris NCR-114 which have been cleared. 


Obtain entries for column (b) of Section I 
by adding, for each item, the entry in 
colunn (a) for the current report and the 
entry in column (v) for the previous report. 


If NCR-127 is prepared from Forms RF-103, make 
entries in Section II as follows: 


(1) 


(2) 


Enter in item 1, column (a), the number of appli- 
cations for payment mailed to county offices 
during the period. Do not include "no payment" 
cases in this iton. ; 


Enter in item 2, coluan (a), the mumber of appli- 

cations for payment réccived fron county offices 

during the period. Do not include applications 

for payment which were suspended fron previous 

transnittoals and which have been resubmitted. 

ones PERE such cases will have been recorded 
F-101A in red pencil. 


Ce, 


a 


(3) . Enter in.item 3, column (a), the mumber of 
applicxtions for payment suspended in the 
Application for Payment Section during the 
period. Ppa 


(4) Enter in item 4, column (a), the mamber of 
applications for payment released to the General 
Accounting Preaudit Office during the period, 
including regular applications for payment which 
were suspended in the Application for Payment 
Section and which have been cleared and General 
Accounting Preaudit Office suspensions which 
have been cleared. 


(5) Enter in item 5, column (a), the mmber of 


applications for payment suspended by the 
General Accounting Preaudit Office during the 
period. 


(6) Enter in item 6, column (a), the mumber of 
applications for payment which were suspended 
in the Application for Payment Section, and 
which were cleared and relcased to the General 
Accounting Preaudit Office during the period. 


(7) Enter in item 7, column (a), the number of General 
Accounting Preaudit Office suspensions which have 
been cleared and resubmitted to the General 
Accounting Preaudit Office during the period. 


(8) Obtain entries for column (b) of Section II by 
/ adding, for each item, the entry in column (a) 
for the current report and the entry in column 

(b) for the previous report. 


If NCR-127 is prepared from Forms RF-101 and RF-lOlA 
rather than from Forms RF-103, it may be advisable 
to obtain ontries for column (b) in Sections I and 
II for the current report and then obtain entries 
for column (a) in Sections I and II of such report 
by subtracting from the entries in column (b) the 
corresponding entries in column (b) for the previous 
reporte 


o£, -Make entries in Section III as follows: 


(1) Rnter in item 1 in: columns (a) to Cia 
inclusive, the number:of pawsons employed at 
any timc during the period in the various units 
‘of: the: Application’ for Payment Section. Ifa 
person was: omployed for a part of a period in 
one unit and for the balance of the period in 
another unit, such person shall be considered 
as having been employed in both units. It 
nay be: advisable for the persons in charge of 
the various units to submit daily work reports 
to the person in charge of the Application for 
Payment Section in order that an accurate 
“record of personnel employed in each unit may 
be maintained. 


(2) Enter in item 1, column (g), the largest mumber 
of persons employed in the Application for 
Payment Section during the period. 


(3) Enter in item 2, columns (a) to (f), inclusive, 
the total munber of clerk hours worked in the 
various units. This figure shall be obtained 
by adding, for all clerks, the number of hours 
each clerk worked in a particular unit during 
the period. 


(4) Enter in item 2, column (g), the total of the 
entries in item 2, colunns (a) to (f), 
inclusive. 


Ze Enter in Section IV the State and county code and 
- gerial number, the neve and address of the applicant, 
and the net payment for each application for payment 
in connection with which a net payment in excess of 
ten thousand dollars was approved during the period. 


li. Part I, Section III, paragraph 1 is amended to read as follows: 


l. 


When Forms NCR-116 and NCR-117 are received from the 
Computation Unit, arrange such forms in serial mumber 
order. Withdraw the first copy of eacn NCR-116, the 
first copy of each sheet of NCR-117 and NCR-117A, and 
the first copy of each NCR-117B. Remove all carbon 
paper from the remaining copies of Forms NOR-116, 


12. 


13. 


iis KS 


KCR-117, NCR-117A4, and NCH-117B,. The original and 
second and third copies of all Forms NCR-116 or NCR-117, 
bearing the same serial mumber shall be fastened togethere 
Do not fold any Forms NCR--116 or NCR-117. If Forms 
NCR-126 are attached to an NCR-116 or an NCR-117, attach 
the copy of such form. to the State office copy of 
NCR-116 or NCR-117 and attach the original of NCR-126 
to the original NCR-116 or NCR-117B. File the copies of 
Forms NCR-116 and NCR-117 which have been withdrawn, in 
serial munber order. If an RF-104 is attached to an 
NOR-116 or NCOR-117 indicating that no payment will be 
made under such NCR-116 or NCR-117, file the copy of 
such form in a separate file labeled "No payment". 
Release tho copies of "no payment" Forms NCR-116 and 
NCR-117 for any county to the Statistics Section upon 
request from such section. 
Part I, Section III, paragraph 5 is amended by the substitution 
of the designation "NCR-124" in place of the designation 
"NCR-119" in line 11 of such paragraph. 


Part II, the third paragraph on the first page thereof, is 
amended to read as follows: 


When an ontry on an NOz114, NOR-114A, or NCR-114C0 is 
found to be incorrect, place an "X" above and to the 
right of such entry. Although an entry is found to be 
incorrect, complete the checking of all other entries. 
When an error is found on an NCOR-114, KCR-114A, or 
NCR-114C, prepare and attach RF-104 to the NOR-114, 
indicating on such RF-104 the nature of the error. If 
an error is corrected in accordance with the instructions 
contained herein, the clerk making the correction shall 
initial such correction and shall indicate on the RF-104 
prepared for such case, both the original and the 
corrected entries. When the pair of clerks who check 
entries on Forms NCR-114 against entries on NCR-106 have 
completed such check, such clerks may remove any RF-104 
containing notice of a correction, provided the NOR-114 
in question has not been suspended for any reason. When 
Forms RF-104 are removed in such cases, such Forms 
RF~104 shall be transmitted to the Clearance Unit. 


Lv. 


18. 


ee 


Part II, Section: I, paragraph l, subparagraph a is amended 
to read as follows: 


a. Determine that the entry in column (g) on each line 
except lines 12, 13, 1¢, 21, 26, and lines JL to 
42, inclusive, is equal to the sum of the entries 
nl baohttsoed peoblamnel@bie. (ic) bp. le), aandeee 


Part II, Section I, paragraph 1, subparagraph & is amended 
by the addition of the following . at the end thereof: 


If the subtotal in item 16(g), item 21(g), iten 26( 2), 
or item 32(g) is missing and it can be determined 

by adding the entries used to obtain such subtotals 
that the entry in item 33(g) is correct, enter the 
seas subtotal in item 16(g), 21(g), 26(g), or 
32( 2) 6 


Part II, Section I, paragraph 1, subparagraph i is amended 
by the addition of the following sentence at the ond thereof : 


If the subtotal in item 33(g) or item 39(g) is missing 
and it can be determined by adding the entries used to 
obtain such subtotals that the entry in item 40(g) is 
correct, enter the correct subtotal in item 33(g) or 
item 39( zg). 


Part II, Section I, paragraph 1, subparagraph k is amended 
to read as follows: 


k. Determine that the entry in item 40(g) is equal to the 
sun of the entries in items 39(g), 41(g), and 42(g). 


Part II, Section I, paragraph 2 is amended by the addition 
of the following sentence at the end thereof: 


If there is no entry in Section IV, item 5(b), obtain 
such entry by subtracting from the entry in Section III, 
item 42(¢) the sum of the entries for orchards in 
Section III, items 28(g), 29(zg), and 30(g) and the entry 
in Section IV, item 4(b). 


Part II, Section I, paragraph 3, subparagraph c is amended 
to read as follows: 


c. Determine that the entry in item 7(f) is equal to 
the result obtained by subtracting from the entry 
in Section IV, item 5(b), the entry in Section III, 
item 21(g), If there is an entry in item 6(f) and 
there is no entry in item 7(f), obtain the entry 


w Do 


for item 7(f) by subtracting from the entry in 
Section. .IV,- iten*5(b), the entry in Section III, 
item 21(2). 


a0e Part II, Section I, paragraph 3, subparagraph d is amended 
to read as follows: 


d. Determine that the entry in item 8(f) is equel to 
the result obtained by subtracting from the cntry 
in item 6(f) the entry in item 7(f). If there is 
an entry in item 6(f); and there is no entry in 
item 8(f), obtain the entry for item 8(f) by 
subtracting from the entry in item 6(f), the entry 
in itom “0f). 


ele Part II, Section IV, paragraph 2, subparagraph a is amended 
by the addition of the followinzs sentence at the end thereof: 


If the box marked "Nondiversion" has been checked and 
if the entry in Section IV, item 4(b) is 20.0 or 
greater or if there is an entry in Section IV, 

item 1(b) or item 2(b), delete the check mark in the 
box marked "Nondiversion" and check the box marked 
"Diversion", f neither the box marked "Diversion!" 
nor the box marked "Nondiversion" has been checked and 
if the entry in Section IV, item 4(b) is 20.0 or 
greater or if there is an entry in Section IV, item 
l(b) or item 2(b), check the box marked "Diversion". 


ae) 
ae) 
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Part II, Section IV, paragraph 2, subparagreph b, item (2) 
is amended to read as follows: 


(2) If the box marked "Dryland" has not been checked 
in the case of an NOR-114 covering a fam in 
Area "A" in Nebraska or South Dakota, determine 
that the work sheet number of such NCOR-114 is not 
listed on the list of work sheet mumbers of 
dryland farms submitted by the county office, or 
if there is no list from such county, determine 
that there is on file in the State office a 
certification by the county committee to the effect 
that there are no dryland farms in such county. 


23. Part II, Soction IV, paragraph 2, subparagraph b, item (4) 
is amended to read as follows: . 


(4) If the box marked "Dryland" has been checked in the 
case of an NCR-114 covering a farm outside of 
Area "A" in Nebraska or South Dakota, determine 
that the work sheet mumber of such NCR-114 is not 


206 
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by the county office, or if there is no’. list from 
such county, determine that there is on file in 

the State office a certification by the county 
committce to the effect that there are no nondryland 
farms in such county. 


listed on the list of nondryland farms submitted 


Part II, Section IV, paragraph 3, subparagraph f is amended 
to read as follows: 


f. If the farm is a share-rented farm which is not a 
cotton, sharecropper, or combination farm, and if 
‘the sum of the entries in Section III, items 9(g) 
and 12(¢) is equal to the entry in Section IIT, 
item 16(g), determine that the entries in Section II, 
column (d) are each 50.0. 


Part II, Section IV, paragreph 4 is amended by changing 
subparagraph b to subparagraph'c and inserting the follow- 
ing new subparagraph Db: 


b. If there are entries in items 22 to 25, inclusive, 
indicating an acreage of alfalfa, red clover, 
sericea, white clover, alsike clover, mammoth 
clover, lespedeza, biennial sweet clover, anmal 
swect clover, vetch, crotolaria, crimson clover, 
blue grass, brome grass, crested wheat grass, 
slender wheat grass, western wheat grass, orchard 
grass, timothy, redtop, or reed canary grass, 
or mixtures containing at least 50 percent of such 
legumes and grasses, determine that such entries are 
reflected in Section VI. 


Part II, Section IV, paragraph 5, is amended by the deletion 
of subparagraph d and by the relettering of subparagraphs 

Gy Pe hy hoy ar ge ee ee reed Me Geo th ee ee 
k, and 1, respectively. 


Part II, Section VII, paragraph 1, subparagraph b is amended 
to read as follows: 


be If the entry in Section IV, item l(c) of NCR-114 
is not equal to the entry in column 39 of NOR-106 
for cotton, strike the entry in Section IV, item 
1(c) of NCR-114 and enter the correct cotton yield. 


Part II, Section VII, paragraph 1, subparagraph dis amended 
to read as follows: 


d. If the entry in Section IV, item 2(c) of NCR-114 
is not equal to the entry in column 39 of NCR-106 
for the specified type of tobacco, strike the 
entry in Section IV, item 2(c) of NCR-114 and 
enter the correct tobacco yield. 


sou © 
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Part II, Section VII, paragraph 1, subparagraph f is 
emended to read as follows: 


f. If the entry in Section IV, item 3(c) of NCR-114 
is not equal to the entry in column 20 of NOR-106, 
strike’ the entry in Section IV, item 3(c) of 
NCR-114 and enter the correct productivity index. 


Part II, Section VII, paragraph 1, subparagraph i is 
anended to read as follows: 


i.e If the entry in Section IV, item 7(c) of NCR-114 
is not equal to the entry in column 9 of the 
sugar beet listing sheet or in column 4 of the 
sugar beet listing sheet, in the event sugar 
beet yields have not been adjusted, strike the 
entry in Section IV, item 7(c) of NCR-114 and 
enter the correct sugar beet yield. 


Part II; Section VII, paragraph 2 is amended to read as 
follows: 


<e If the entry in Section VII, item 1 of NCR~114 is 
not five less then the entry in column (2) >0x 
column (zg) of the Special Listing Sheet for 
‘ Noncrop Plowable Pasture, strike the entry in 
section VII, item 1 of NCR-114 and enter the 
correct figure. 


Part II, Section VII is amended by the deletion of 
Paragraph 3 and by the remumbering of paragraphs 4, 5, 
6, and 7 to read 3, 4, 5, and 6, respectively. 


Part II, Section VII, new paragraph 5 is amended by the 
substitution of "item 5" for "item 4" in line 6 of such 
paragraph. 


Part II, Section XI is amended by the addition of the 
following new paragraph 3; 


Se Release the State office copics of Forms NOR-116, 
NOR-117, NCR-117A, and NCR-117B, together with 
a copy of RF-103 to the Statistics Section. 


Part III, Section I, paragraph 1, subparagraph b, item (2) 
is amended by the addition of the following sentence at 
the end thereof; 


Hither the box marked "Dryland" or the box marked 
"Nondryland" must be checked on every NCR-116 
covering a farm located in Nebraska or South Dakota. 


ice 
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Part III, Section I, paragraph 1, subparagraph g is amended 
te read as follows: 


g. Make entries in Section VI as follows if an 
entry appears in Section III, item 9(2) of 
NCR-114: 


Part III; Section I, paragraph 2, subparagraph b, item (3) 
is amended by the addition of the following sentence at 
the end thercof: 


Either the box marked "Dryland" or the box marked 
"Nondryland" mast be checked on every NCR-117 
covering a-farm located in Nebraska or South Dakota. 


Part III, Section I, paragraph 2, subparagraph c, item (16) 


is amended to read as follows: 


(16) Obtain the entries for items 8(a), 8(b), 8(c), 
8(d), and 14(a) from Section II, column (d) 
of NCR-114, on the line opposite the name of 
the person for whom NCR-117 is being prepared, 
except that if the farm is a share-rented 
cotton farm or a sharecropper farm, make no 
entrics in items 8 and 14(d) and if the farm 
is a dryland farm or a nondiversion fam, make 

no entry in item 14(d). 


Part III, Section I, paragraph 2, subparagraph c, ior Cig) 
is amended to read as follows: 


(17) Obtain the entry for item 19(d) from Section II, 

column (a4) of NGR-114 on the line opposite 

the name of the person for whom NCR-117 is 
being prepared, except that if the farm is a 
share-rented cotton farm or a sharecropper 

farm, obtain such entry from Section II of 
NOR-114A on the last line in column (e), (g), 
(i), or (k), whichever is applicable, and if 

the farm is a dryland farm or a nondiversion 
farm, make no entry in item 19(d). 


Part III, Section I, paragraph 2, subparagraph g is amended 
to read as follows: ; 


g. Make entries in Section VI as follows if an 
entry appears in Section III, item 9(g) of 
NCR-1143 


ae 


41. Part Ill, Section I, paragraph 3, is amended by the 
substitution of “item 6" for "item 5" in the third line 
of such paragraphe 


42. Pert III, Section II, parsgraph 5 is amended by the 
substitution of “item 7".for "item 6".in the second 
dine, of such paragraph. 


43. Part III,.Section III, paragraph 1 is amended by tho 
insertion of the following sontence immediately after 
tne first sentence of such paragraph. 


if Forms NCR-126 are attached to Forms NCR-114, 
detach both copies of such Forms NCR-le6o and 
attach such foras with paper clips to the upver 
left-hand comer of the related Forms NOR-116 and 
NCR-117. 


44. Part III, Section III, paragraph 4 is amended to read 
as follows: 


(4. Release the Forms NOR-114, NCR-114A, and NCR-114C 
together with the first copy of RF-105, to the 
Statistics Section. Obtain tne signature of a 
designated representative of the Statistics Section 
on the original of RF-103. If there are any 
suspensions, release such suspensions together with 
the second copy of RF-103 to the Clearance Unit and 
obtain the signature of a representative of the 
Clearance Unit on the original of R¥-103. Forward 
such original RF~103 to the record clerk in the 
Records Unit. Notify the Examination Unit of the 
work sheet mumbers of any suspended Forms iCR-114 
in order that the "0.K." msy be removed from NOR-106. 


45. Part IV, Section I, paragraph 4, subparagraphs a and b 
are amended to read as follows: 


ae If the farm is a diversion nondryland farm 
enter in 4(a) the entry in item 6 of Section ITI. 
If the farm is a diversion dryland farm, enter 
in 4(a) the entry in 5(e) of Section II. If 
the farm is a nondiversion farm, make no entry 
an Aad. 


be Obtain the ontries for items l(e) to 2(e), 
inclusive, by multiplying the entries in l(a) 
to 9(a) by the correspording entry in the 
column which has not becn deleted. For example, 
if columng (c) and (a) have been deleted, 1(c) 
shall be obtained by multiplying l(a) by 1(»). 


et 


4G. Part IV, Section II, paragraph.2, subparagraph b, iten (4) 
is amended to: read as follows: 


(4) Obtain 7(a) by multiplying 6(a) by $0.05 and 
subtracting therefrom the entry in 13(d), unless 
there is no entry in 13(d), in which event obtain 
7(a) by multiplying 6(a) by $0.05 and subtracting 
therefrom one-half of the entry in 7(d). If 
there is no entry in 6(a) obtain such entry by 
multiplying 6(a) by the average yield of cotton 
per acre for the county. 


47, Part IV, Section II, paragraph 2, subparagraph c, item (4) 
is amended to read as follows: 


(4) Obtain 7(bd) as follows: 


(a) For Burley - Multiply 6(b) by $0.05 and 
subtract therefrom the entry in 13(d), 
unless there is no entry in 13(d), in 
which event, multiply 6(b) by $0.05 and 
subtract therefrom one-half of the ehtry 
ime Cdye 


(b) For Cigar Leaf - Multiply 6(b) by $0.03 and 
subtract therefrom the entry in 13(4d), 
unless there is no entry in 13(d), in which 
event, multiply 6(b) by $0.03 and subtract 
therefrom one-half of the entry in 7(d). 


(c) For Dark Air-Cured - Multiply 6(b) by 
$0.035 and subtract therefrom the entry in 
13(d), unless there is no entry in 13(4), 
in which event, multiply 6(b) by $0.035 
and subtract therefrom one-half of the entry 
inl Zed 


(a) If there is no entry in 6(b), obtain such 
entry by multiplying 6(d) by the average 
yield of the specified type of tobacco per 
acre for the county. 


43. Part IV, Section 11, -peragraoh “ais temended by the 
substitution of "item 8" for "itemr7'in the third line 
of such paragraph. 
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Part IV, Section IV, paragraph 5 is amended by the 
substitution of "item 11" for “item 10" in the third 
line of such paragraph. 


fart IV, Section Y¥, paragraph 3 is amended by the sub- 
stitution of "item 9" for "item 8" in the third line 
of such paragraph. 


Part IV, Section V, paragraph 6 is amended by the sub- 
Stitution of "item 12" for "item 11" in the third line 
of such paragraph. 


Part IV, Section VI, paragraph 4 is amended by the sub- 
stitution of "item 10" for "item 9" in the third line 
of such paragraph. 


Part IV, Section VI, paragraph 5 is amended by the sub- 
stitution of the designation "RF-103" for the designa- 
tion "RF-102" wherever the latter appears in such para- 
graph. 


Part V, Section I, paragraph 7 is amended by the sub- 
stitution of "item 7" for "item 8" in the second line 
of such paragraph. 


Part V, Section II, paragraph 4, subparagraph j, is 
amended to read as follows: 


Jj» Enter in the fifth line immediately fol- 
lowing the words "Appropriation or Fund" 
the following: 


"1282215(21)2 © & UALRDA, 1938 (AAA) (CP)" 


Part V, Section III, paragraph 11 is amended by the sub- 
stitution of "item 8" for "item 7" in the fourth line 
of such paragraph. 


Part V, Section IV, paragraph 1, the first sentence 
thereof, is amended to read as follows: 


1. When the review worce in connection with 
all lots covcred by one ACP-22 has been 
completed, the original ACP-22 shall be 
referred to the Accounting Section to be 
Stamped "Funds Available" and thereafter 
the original ACP~42 and the original ACcP=22 
Shall be signed by oa certifying officer. 
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